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HOW TO APPLY FOR A JOB
STUDENT MANUAL PAGE 1

INTRODUCTION

9 YOU want to apply for a job! BEFORE you

apply, you will need a Social Security number.
You will need to know how to fill out a Federal Withholding
Form (W-4) and a job application form. You may also need to
know how to take an employment test, answer a newspaper ad-
vertisement, and write a follow-up letter. Probably the most
important step in the whole process is the personal job interview. The right job is important! You
will be identified by your job; it will affect your life style, and your future.
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STUDENT MANUAL PAGE 2

The steps you take when applying for a ob depend largely on the type of job you want. You
would apply for a job at the local variety store in a different way than you would an office job or

for a job as a dental assistant. Therefore, this booklet is - “~ two sections. PART A will show
you how to apply for a job informally (a fast-food ' + * = riety store, sales clerk, janitor or
thousands of other entry-level jobs). PART B will sho . to formally apply for a job which

requires skills. {An office or professional type job).

, € Y0s
|

j 4 THANK YOu

STEPS TO LETTER

AN INTERVIEW
A

A RESUME

JOB

A LETTER OF APPLICATION

{? the jobWé 5

AN INTBRVIEW

THE JTOB APPLICATION

YOUR TPOCKET DATA SHEET

e

YOUR SOCIAL SECURITY NUMBER

5
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STUDENT MANUAL PAGE 3

terms when applying for a job. When you are finished, check your answers with the

Turn to Page 1 of your Working Papers. Complete the Word Search Puzzle using common
Answer Key.

Activity 1

|

State Withholding Tax

Social Security
Personnel Manager Temporary

Spouse

SDI
W-4 Form

Reply
Resume
Salary
Trainee
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Legible
Manager
Misdemeanor
Net Pay
Federal Withholding Tax Overtime
Part-time
Permanent
Position
Reference

Employment Agency

Exemption
Fringe Benefits

Employer
Experience
Full-time
Gross Pay
Hobbies
Interview

Advertisement
Agency
Application Form
Apply ,
Data Sheet
Deductions
Dependent
Enclose
Employee

See how many of the following words you can find in the puzzle above:
Applicant
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Activity 2

Turn to Page 2 of your Working Papers. Complete the Crossword Puzzle using common
terms when applying for a job. If you need help with the definitions, turn to the back of
this book. The words and their meanings are listed on pages 35, 36, and 37.

FlElv [EIRA L e [rIe o[ o[ TN B[ [R 4]
JEEEEEE HEN
_ BEITTTTTTT |
B _I'-!- I‘;‘. his] .n.. )= j : :
i B O [
ze“ ] :
FT T 11
[5e)
FOIT O 1
T ] ]
- ] L
1 O [TITITT]
O
= g
: L |
[T 113 ]
WHMEEEEEENN F" ]
L]

CI1I11




HOW TO APPLY FOR A JOB
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YOUR SOCIAL SECURITY NUMBER

An employer will not pay anyone who does not have a Social Security Card with a Social
Security number. No one else will have your number. You will keep it for your entire life. Each
time you receive a check, whether it is weekly or monthly, your employer will take a few cents out
of every dollar you earn and send it into a special government fund for you to draw upon when you
retire or to take care of your family in case of your death or disability. Your employer will also
send in a few cents of his profit to apply to your account.

It is a good idea to appiy; for your social security number as soon as possible, as it takes a few
weeks to obtain it. ’
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iD CN DO
APPLICATION FOR A SOCIAL SECURITY NUMBER B6O |

See Instructions on Beck. Peint in Block of Derk Blue Ink ot Use Typewriter.

Pring FULL NAME (First Noma) (Middle Nome @/ insrial i mone, drav line ) (Los) Name)

L

00 NOT WRITE IN THE ABOVE SPACE -

YOU WILL USE INn wORK

B OR BUSINESS Kar‘en Lurhh o ,___(Aj_ql_.‘ A

Punr FULL
NAME CIVEN

YOU AT BIRTH koren ann Wallace ¢

PLACE (Cory) (County 1f known) (Siare)

i —L-Q.S_A_Dj} l L_LQS A ng
-~ R .
MDTHER'S FULL NAME AT HE ea‘.g%« (Het meidon name) g"l‘e"s"*‘" -a l"F'q‘r'n L&"’(\

Janae Ann Smith

FATHER'S FULL NAME (Regordless of wheher living ot deed) YOUR COLOR OR RACE

I wiTE NEGRO OTHER
nAonvou EVER BEFORE En N rou See S E D D
PLIED FOR DON'T (11 “VES™ Primt STATE in mhich ruv appliod and DATE rou wpp!iod ond SOCIAL SECURITY NUMBER 7 bnowe

OR HAD A UNITED STATES SOCIAL
SECURITY, RAILROAD, OR TAX ACCOUNT no KO ves
robe B 0 1 L

YOUR (Number @nd Streer. Ant. Ne.. P O Bou, or Rurel Ruurel Cory) (Srare) (Zin Code)

MAILING 7,.‘ N‘ssiOh Stree_t‘ San’.Dl'cqo. CAh 5L 38

ADDRZSS
TOOAT™S DAY NOTICE: Whaever, with intent 1o folsity his or someone else's mue identity, willfully furnishes or causes to be
furnished false information in applying for o sociol security number, is subjeci 10 a fine af not mora than $1,000

a1
BT M e 2 atlon

TREASURY OEPARTMENT Internel Rovenve Service T ¥ ~ Return Teted liceti
2 nes ASSIGM DUP iSSUED comploted opp on te Neerett
rosms 3% s [Oeese '0 O O SOCIAL SECURITY ADMINISTRATION OFFICE

-

YOUR (Monw) (Dey) (Yeer
DATE OF
srtH Q@ 1L b

YOUR PRESENT AGE
{Age an lest birthdey)

Q)

-

YOUR SEX
MALE FEMALE

A

A/

- Activity 3-

APPLYING FOR A SOCIAL SECURITY NUMBER

DO YOU ALREADY HAVE A SOCIAL SECURITY CARD AND NUMBER?

YES [] Turn to your answer packet and write your number on the sample card
in your packet.

NO [] Ask your teacher for a Social Security application form. As you fill it
out, refer to the illustration which follows:

FILL IN ALL BLANKS!

NOTICE . . . the numbers from 1 to 14. So you will not miss something important, follow
these numbers in order when filling out the form.

9

READ.... AS YOU FILL OUT YOUR OWN CARD!!!
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0 CN 0O
APPLICATION FOR A SOCIAL SECURITY NUMBER 860 l—oo NOT WAITE IN THE ABOVE PaCE __l

—)Su Instructions en Bock. Print ia Black or Dok Bive fak or Use Typewniter.

Pear FULL NARE 1Firet Namel (Midsle Name o1 laitiol = it mans, dras iline __ ) Cors Neme)
YOU WILL USE IN wORX ;
ox Wi Karen Lyvin Wailace

—

BEFORE YOUBEGIN . ..

* DO NOT WRITE ANYTHING ABOVE THE NUMBER 1 SQUARE!!!!

* RIGHT UNDER THE WORDS Application for a Social Security Number, in
small letters, it says “‘See Instructions on Back and PRINT

IN BLACK o DARK BLUE ink oruse TYPEWRITER.

FOLLOW EACH STEP BELOW AS YOU FILL OUT YOUR SOCIAL SECURITY CARD
APPLICATION.

PRINT FULL name you will use in work or business. |f you do not have a middle

PY name, draw a line through the space at that point. Your Social Security card will
be typed with the name you show in item 1. However, if you want to use the name
shown in item 2, attached a signed request to this form.

Prar FULL
NAME GIVEN
YOU AT BIRTH

(Ciry} {$rare)

v Loy Anceles  Los Anaeles Ca

2 PRINT FULL name given to you at birth. The one on your birth certificate.
o

3 If not born in the USA, enter the name of the country in which you were born.
o

10

A/
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MOTHER'S FULL NAME AT HER BIRTH (Her meidon neme)

danene Ann Smith

FATHER'S FuULL NaME lh'o-fu. of whothos toving o dood]

ohn alph Wallace

Mother's FULL name AT HER BIRTH (her maiden name — name before she was
® married the first time.

father, or foster father is shown, include the relationship after name; for example,

5 Father's FULL NAME (regardless if he is living or dead). If a stepfather, adopting
® John H. Jones, steprather.”

THE month, day and -YEAR YOU WERE
® BORN. Use numbers such as 1-11-60 for Jan-
uary 11, 1960.

‘youa  Thaam) (Do) i¥esd |
"DATE OF
[ BIRTH

RPN S
YOUR PRESENT AGE
(Age on Igat bioshdov}

7 The age you are today even if your birthday
o is tomorrow.

MaLl FlusLt

S

“YGU® COLOR ON RACE
v TE HEGRO oTHEa

8 ° Are you a boy (Male) or girl (Female).

Your color or Race — 3 races Caucasion (White), Negro (Black), Other (Mexican/
o American, Indian, Chinese, etc.)

MAVE YOU FVER REFORF APPLIED FOR DON'T 11V ES" Pries STATE ln whioh ruv coppliod ond DATE, rov -"d-"&‘.‘_‘m”'_ﬁlﬂ "‘“"'J

OF HAD A UNITED STATES SOCIAL NO KNOW YIS
SE URITY RAILROAD, OR Tax ACCOUNTY
NUMRER?® m n r]

E?}E:& 3¢., =Y s:.z’ 4 Ne., ﬁzé;:.gg.; (Cery) S an ] lSuu) f .52. )

l 0 If you have ever before filled out an application like this for a Social Security,
o

railroad, or tax number, check “yes”’ even if you never received your card. If you
check ‘‘yes”, give the name of the state and the approximate date on which you
applied. Also, enter your social security number if you did receive the card and re-
member the nufnber. You may find your number on an old tax return, payroll slip,
or wage statement.

11
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If you get your mail in the country, without a street address, show your R. D.
Route, and Box number, if at the post office, show your P. O, Box Non.; if there is
PY ‘no such way of showing your mailing address, show the town or post office name.
If mail under your name is not normally received at the address which you show,

use an "'in care of’’ address.

NOTICE: Whoever, with intent 10 lalsiby his or someane olie’s nue identiry, witlfully furnishes or couses to be
furnished false information in opplying for @ sociol security number, is subject 10 o fine of not more thon $1,000

or imprisonment for up %o 1 yeor, or both,

Sign YOUR,NAME MERE (De Net P)ent)
..’u in completed epplicoren e neerest
D"" WIVED o CiaL SECURITY AOMIMISTRATION OFFICE

" .REASURY DEPARTMENT laterasi Revonve Sersice
"ome 353 15100

l 2 Today's DATE.
o
] 3 The telephone number where you live.
o

l 4 SIGN your name as usually written. DO NOT PRINT unless this is your usual
o

DII!CIIII

DAumu

signature.

Finighed

GOOD! TAKE THE COMPLETED APPLICATION FORM TO YOUR INSTRUCTOR TO BE
CHECKED!!
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AFTER your instructor has checked your application form, mail it to the address given on the

back side of the application!

1 '“‘.“““!g.
it ly
all '.t,/

)
US. MAIL

KEEP YOUR SOCIAL SECURITY CARD WITH YOUR NUMBER IN A SAFE PLACE. IT
IS VALUABLE AND YOU DON'T WANT TO LOSE IT! IF YOU DO, CONTACT THE NEAREST
SOCIAL SECURITY OFFICE. YOU WILL FIND THE OFFICE LISTED IN THE TELEPHONE
DIRECTORY UNDER UNITED STATES GOVERNMENT, HEALTH, EDUCATION, AND WEL-

FARE, Social Security Office.
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POCKET DATA SHEET

YOU NEED SOME MORE

INFORMATION 3

WHEN vyou fill out a job application form, you will need some
specific information. One way of being sure you will have all the necessary
information is to fill out, and carry with you, a POCKET DATA SHEET. This
is a small form with all the information you will need to fill out the job application form. It creates
a good impression when you come to the personnel office well prepared. First impressions some-
times determine whether you get the job or not.

DON'T TRUST YOUR MEMORY!
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TO COMPLETE YOUR POCKET DATA SHEET, YOU WILL NE\?‘ | v,

PERSONAL INFORMATION . . ;.
®  Your Social Security Number : ’ # = . -

e  Your home address (know how to spell ltl)i S TR .
e  Your telephone number ,? . '
e YourZIPCODE ..
F
EDUCATION SN N
e The name and ADDRESS (include ZIP coop of the hlgh‘s@hool you attended.
e The name and ADDRESS of other schools you have attendedl >

e The names and addresses of other people you have worked for. Include baby
sitting or other paid work. S :

e The names, addresses and telephone numbers of people who kn‘bw you and the
kind of work you can do, who can recommend you sucil as teachers or chse
friends of the family. You will need 3 or 4 of these DO NOT USE RELA
TIVES. N >

e Under the listing PLAN AHEAD, KNOW WHERE TO GO, make a list of classes
or skills which would help you to get a job. v .

.

L

— Activity 4 — — s

ol

Turn to your Working Papers and fill out the Pocket Data Sheet If you have any prob
lems, see your teacher! Fill in all blanks! :

4
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MOVES THE coontry
.
REMEMBER E
Addresses :
“include \ r-
Z1P COD[S V
LRI :
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THE APPLICATION FORM

SINCE YOU HAVE ALREADY COMPLETED YOUR POCKET
DATA SHEET, THE JOB APPLICATION FORM SHOULD BE
EASY! USE THE INFORMATION FROM YOUR POCKET

DATA SHEET TO FILL OUT YOUR JOB APPLICATION
BLANK.

,
Employment Application
Eﬁm‘&i Biatomant on the reverss 1de  Then 1) eut She application w yous awn andwriting o1 printing. 8 sctarate sd compiets, tnter. |
Metion You e will net b wend for purpost prohibited by lew. B

[ T

47892 Loan Strat Wistment  Ci” auido biss B |
rth Date ne Age et ity et At ut Te8 e ,u .nu»nu# S thuen whet tepe rll de T‘Vm" i

LT 1t A t e o »
1=1-bo LS Attt b K

_T_;ER_DT_SO-MW Attendant 7

Education

Narme & Addresi of Empioyer

The ‘em}'ﬁme_ oz chek |  Summer |
) 751"3 %0 Lan Rain Street Fort Bruy e/ A 248! 06 Oty |
i A< Mo Cord oot bk ” 4

- A _‘_&:oscs;m rcata $4 R
Sl Rl oy g e A Lol L I

90207 108413}
Prinmd in US.A,
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WHEN YOU GO TO APPLY FOR A JOB, TAKE WITH YOU:
3K A BLACK OR BLUE PEN
3K A COMPLETED POCKET DATA SHEET

9K A POCKET DICTIONARY

DO NOT MISSPELL ANY WORDS ON YOUR APPLICATION FORM, ESPECIALLY THE NAME
OF THE JOB YOU ARE APPLYING FOR.

AFTER YOU LEAVE...

THAT APPLICATION FORM. .

-
—
—_
=
=
==

YOU
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NEARLY ALL APPLICATION BLANKS SAY TO

PRINT
ABCDEFGHIJKL
MNOPQRSTUYV
WXYZ

FILL IN ALL BLANKS EVEN IF IT ISWITH THE WORDS NONE; NA {not applicable)
OR A SHORT STRA\GHT LANE

If you were of military age during a war period
and did not serve, give reason for not serving N A&

Number of Children INONE

US Military Service ——

Read through the entire application form before you start to fill it out. This way you will know
what information it asks for and not make mistakes like the one shown on the next page. Remem-
ber, errors sometimes indicate a “‘careless’’ or “don’t care’’ attitude.

ERIC T2
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-

OO P’S an ERROR!!!

APPLICATION FOR EMPLOYMENT

Name "qur ren Lq nn

FifsY MIDOLE

Address

STRELTY OR RFD CITY AND STATE

WHAT D0 I DO NOW ¢?

‘|i. l\i" A
"‘\\\“::'35\“

% Mr

EMPLOYMENT APPLICATION
e Wallace, Karen Lyn
NAME ml vm— =4y
T Last ) First Middle
ADDRESS ' cIrY
. — ,\—/

DRAW ONE NEAT STRAIGHT LINE THROUGH THE ERROR AND PRINT THE COR-
RECT INFORMATION ABOVE YOUR ERROR CLEARLY !l (NEATLY)

AVOID MAKING ERRORS!II READ CAREFULLY! BUT .. . sometimes errors are made
and a new form is not available.
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HOW IO DO T YORSENS

- Activity 5

Turn to your Working Papers and find the job application forms. Complete Form 1 using
your own personal information. If you have trouble, look at the following illustrations.
Use your pocket data sheet!

K USE INK — BLUE or BLACK, NO FELT PENS
K SPELL CORRECTLY!
K CORRECT ERRORS NEATLY!

K FILL IN ALL BLANKS

READ
INSTRUCTIONS

CAREFULLY

')
N
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T
Y |

READ AS YOU FILL OUT YOUR APPLICATION!!!

Pleses first read the Applicant Statement on the reverse side. Thaen fill out the application in your own hsndwriting or printing. Be sccurate snd compiets. Infor-.
mation you give will not be used for purposss prohibited by law.

Name (Eigst) (Middis) (Last) Date Socia! Security No.
_ﬁ‘z_].u_m__m.auglns Brown June ® 1977 1590-48-92 68
Address (Na/Street) (City) (Zip) How long?

Stpte Phone
41892 Waoll Street , West mont, Ch” qaug30 byrs. |329-4680

Birth Date The Age Discriminstion in Empinymant act of 1967 pro. | If you are not a U.S. citizen, what type visa do you have?

hibits discrimination on the basis of sge with respect to in:
|- \7- ‘o dividusls who 8rs at least 40 but lexs than 65 yesrs of age. N,7A

Type of Work Desired Garvice Attendant

1. LOOK AT THE APPLICATION ... DOES IT SAY PRINT OR WRITE IN YOUR OWN
HANDWRITING?

2. DO YOU PUT YOUR LAST NAME FIRST? OR DO YOU WRITE YOUR FIRST NAME
FIRST?

3. HOW LONG MEANS ““How long have you lived at this address?

4. BIRTH DATE MEANS THE YEAR YOU WERE BORN AS WELL AS THE MONTH AND
DAY.

5. BE SURE TO KNOW WHAT JOB YOU ARE APPLYING FOR AND HOW TO SPELL IT.
Always list the name of a job. NEVER say anything.

<3
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THE STEP:

0

Education No. Graduated Degres
Namae of School Location of School Yrs. No Yes Mo. Yr. Received Major Subject
tstGude || Joet viant Hiah gh. West.mont. CA |
or T .
High School | 39Q Goutty Stpeet, 94530 |3 |V Business
Susiness M_Mmmt_mt_ Retal
Trade Schools | 350 Douth Steeel 94830 v dis)
Coll o
Comn |None e
Universities ~ ]
1.  WRITE THE NAME OF THE HIGH SCHOOL YOU ARE NOW ATTENDING.
2. LOCATION MEANS NUMBER, STREET, TOWN, STATE AND ZIP CODE.
3. ABBREVIATIONS: No. Yrs. Number of years you attended
Graduated No Yes Mo. Yr. Means if you have graduated, then
what month and year.
4. MAJOR SUBJECT MEANS WHAT DEPARTMENT DID YOU TAKE THE MOST CLASSES

IN SUCH AS BUSINESS, INDUSTRIAL ARTS, HOMEMAKING, COLLEGE PREP., ETC.

%O on % 95

D

L]
Hx
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" RD
THE STEP:

Previous Employment Tist all employment with present or last job first. Exclude nulitary service. Include school vacation jobs where significant.

It self-employed, state nature of business. Uniess you note otherwise, the Company may contact all those listed.
{For marine experignce, note vessel’s name, flag, owner. reciprocating, turbine or diesel.)

Approx. .
From To No. Hrs. Nature of Job lor Marine Rating! Wage or
Mo. Yr. Mo. Yr. Per Wk. Name & Address of Employer & Supervisor's Name Salary Reason for Leaving

J:.f._jR : __’P_,QQ _ Counter clenk Summenr
ol s T ucagr Floge—Jomupice Noerser

bs2 Main Str

ﬂ’-‘——&'ﬁ‘—c‘l‘ el CaoK .00 .

- M % 6 4205 (. Street, Arcata 94505 |Babysitber heur &

_ 74% 4 Me.« Mrs . Tom Place $50| ——
4 .t,.AM'bQ,C&.?!‘Soi_@n.:d‘ner hoar

I——

1. LIST ALL EMPLOYMENT,WITH THE JOB YOU HAVE NOW LISTED FIRST. INCLUDE
SCHOOL VACATION JOBS, IF YOU WERE PAID. REMEMBER, ADDRESS INCLUDES
NUMBER, STREET, CITY, STATE, AND ZIP CODE. '

2. LIST THE LAST JOB YOU HAD NEXT. N

3. LIST THE JOB BEFORE YOUR LAST JOB. -¢

THE STEP: %

Military Record List present or last service first.

From To Active of Discharge

Mo. Yr. Mo. Yr. Reserve Branch of Setvice Rank/Rate Specialization Honorable Other {Explsin)

NIA
/

An Equal Opportunity Employer ?.‘.’:";J |$\°3.:.'1? '

1. IN THE SPACE UNDER BRANCH OF SERVICE, DRAW A STRAIGHT LINE OR PUT N/A
IF YOU HAVE NOT BEEN IN THE MILITARY SERVICE. 95
~
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TH

THE STEP:

1a. List any physical limitations or chronic ilinesses. N one

b. Are you recsiving compensation for any injury, illness or disability? ] Yes & No If "Yes” describe and give percent of rating, if any.

— ety

‘2. Forsign Languages You Speak Fluentiy N Read
one No ne

3. Licenses Held {Auto Driver, Truck Driver, Pilot, Marine, Radio, etc.)

o bdka329

4. Special or Occupa ﬁm‘l Skills (Typing, Shorthand, Machine Qperator, etc.)

Retai! Merchandising — Type 4§ Net wonds per minste ity

1. LIST ONLY A MEDICAL PROBLEM THAT YOU HAVE TODAY.

2. YOU WOULD ANSWER YES TO b. IF YOU WERE INJURED ON A JOB AND ARE NOW
RECEIVING COMPENSATION (MONEY), OTHERWISE CHECK NO.

3. SPECIAL OR OCCUPATIONAL SKILLS: LIST TYPING SPEED AND ACCURACY, SHORT-
HAND, MACHINES, BOOKKEEPING, OR ANY OTHER SKILLS YOU HAVE LEARNED
IN SCHOOL.

Activities & Interests Exclude any organization or society the name of which indicates the race, reiigious creed, color, national origin or ancestry
of its members.

1. Scho;al Activities (Sports, Student Government, Honors, etc.) ‘ .
| Califosnia. Scholarship Federation.

2. OQutside Interests (Hobbies, Community Activities, etc.)

Qnorts hi kma rea.dn

MLMM%MW;_MM mont

1. IN THE SPACE PROVIDED FOR SCHOOL ACTIVITIES, INCLUDE SPORTS, CLUBS,
SPIRIT GROUPS IN WHICH YOU PARTICIPATED OR SCHOLARSHIPS OR AWARDS
YOU RECEIVED.

2. UNDER OUTSIDE INTERESTS, BE SURE TO INCLUDE VOLUNTEER SERVICES. THEY
INDICATE YOU ARE WILLING TO WORK OVER AND ABOVE WHAT IS REQUIRED
OF YOU.

14 Cy
6
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6TH |

Raferences
1. List two references other than relatives, persons employed by this company, and those for whom you have worked,

Name Occupstion
Mmmmt——ﬂl‘ghjﬁhﬁa\—__mﬂr
33“‘3 g 4 ut) sx oot wg‘t m t g.ls 20 O rersonal Friend {3 Business or Professional Acquaintance
Name cupnl Years Known
Me_ John Ayes, 233 Lest D Street s Uolontesr Direclor | dyears |
Address .

D Pmonal Friend 0 Business or Professional Acquaintance

lYun Known

2. List any relatives, including those by marriage, employed by this company.

Name A/ Ralationship
one.
Name v Relationship
3, Have you ever besn convicted of a crime (other than minor trattic violations)? O Yes O No If “Yes", when and where and describe nffense
(D0 not include arrests which did not result in conviction.)

1. NOTICE THE NUMBERS 1, 2, AND 3. DO NOT SKIP ANY BLANKS. USE YOUR POCKET
DATA SHEET. USE COMPLETE ADDRESSES! BE SURE YOU HAVE PERMISSION TO
USE THESE NAMES FOR PERSONAL REFERENCES.

Applicant Statement

The irformation given is trus and correct, and | understand that if 1 am employed, any misrepresentation, false statement, or omission of consequence herein,
found by the Company at sny time, will be sufficient cause to terminate my employment. | slso authorize the Company (except as otherwise noted) tg obtain
+7om others, information believed by the ﬁuny tobe pemnent to my employment.

Signature W\L,QI\)(M, MMQAA

For Company Use
Date {nterviewed by . Remearks

1. READ THE APPLICANT STATEMENT. ALL STATEMENTS MUST BE TRUE! |F YOU LIE
ABOUT ONE THING SUCH AS YOUR AGE, YOUR EMPLOYER MAY THINK THAT HE
CANNOT TRUST YOU IN OTHER AREAS. ALSO, YOU MAY LOSE YOUR JOB FOR
MAKING FALSE STATEMENTS.

2. SIGN YOUR NAME. DO NOT WRITE BELOW YOUR SIGNATUREI

7
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..before you go

CHECK YOUR WORK:
DID YOU USE BLUE OR BLACK INK? O

DID YOU NEATLY CORRECT ANY ERRORS?  [J

DID YOU FILL iN ALL BLANKS? 0
DID YOU USE COMPLETE ADDRESSES IN

THE REFERENCE SECTION? O
DID YOU SIGN YOUR APPLICATION? 0

TAKE YOUR COMPLETED APPLICATION FORM TC YOUR TEACHER FOR EVALUATION!

i)
@0)
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Activity 6

Turn to your Working Papers and complete these other questions you may find on an
application form! They are on Page 7 of your Working Papers.

1. Have you ever been suspended or discharged from employment?

2.  How many days did you miss from work or school in the past year?
Why?

3. Howoldareyou? Under16____; 16t020 ____ ; 21t040 ___ ; 41to55___;
56 to 65 ; Over66 —____ .

4. Are you a licensed motor vehicle operator?

License Number

5. If employed by us, will you be performing any renumerative work elsewhere?

If yes, explain

~ Activity 7

Turn to your Working Papers and use Application Forms 2 and 3. Complete both forms
using your own personal information. If you have trouble, look at the illustration or
see your teacher.
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~ S

PROBABLY the most important part,of applying for a job is the
PERSONAL INTERVIEW! The first impression countsl. How youlook,
what you wear, what you say verbally and npnverbélly‘f and your atti-
tude count. ' ) e

When applying for a job in a small businesé; you will Brpbébly be
interviewed by the owner or mgqaggr'g&thefbusinesgkl,f you are -apply-
ing at a department store or 'othe{’ l’afﬁiﬁgiﬁg\ss,' you may be interviewed
by the personnel manager. Of course ﬁ: will be nervous, buit with a littla
preparation you will be ready for theiintéﬁiéw;‘ R £l

+ ~
X .

» '; - . =g
. w . q.

"a

-

The purpose of the personal inten¥iew is to allow the employer to learn as/much as possible
about you and your qualifications for the job. He will be Iooking\%t: S

Your attitude toward work and people.
Your education and work experience.
Your reliability.

Your future plans. ‘
Your ability to represent his company favorably. .
Your personality. '

RN K

-~

The interview also gives you a chance to learn about the company and the job;ﬁpr whichy 3 3
are applying. ' - \
o
o0 -

>

e

1.
. s
o

4
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— Activity 8

CHECK OUT THE FILM STRIP “THE PERSONAL JOB INTERVIEW” FROM YOUR
TEACHER. You will need the Working Papers for ACTIVITY 8. Be sure you have a pen
or pencil handy also.

“~

Activity 9

TURN TO WORKSHEET 9 in your Working Papers and follow the directions closely!
When you are finished, turn your Working Papers in to the teacher.

- Activity 10

During the personal interview, there are often questions about you and what you like to
do. It is important that you think about these questions before you are actually asked.
Turn to ACTIVITY 10 in your Working Papers and complete the questions the best y6_u
can. :




HOW TO APPLY FOR A JOB
STUDENT MANUAL PART A PAGE 29

] N]

R
SEIF FORW

REMEMBER! You want to make a good impression on the person interviewing you. CHECK
the following things before your interview:

%k Take 2 BLACK or BLUE pens w.:h you.
%k !f you are applying for a job requiring a typing skill, take a typing eraser.
E 3 L.earn something about the company before you apply.

s Tell someone who you are and what you are there for when you arrive for the
interview,

Dress appropriately. NEAT and CLEAN!

Go alonel!

Sit up and look interested in what you are doing.

Take your pocket data sheet 'with you so you have all the information you need.
Be friendly, but don’t hang around after the interview is over.

Don’t smoke or chew gum.

* O K X X ¥ *

Know the name of the job you are applying for.
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PREPARED
ENTHUSIASTIC
FRIENDLY

POISED

X %k *k %k k

CONFIDENT

IT JUST MIGHT OPEN UP

A WHOLE

NEW WORLD

3

Co
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THE W-4 FORM

Once you obtain your job, you will be asked to fill out an EMPLOYEE'S WITHHOLDING
ALLOWANCE CERTIFICATE (W-4 Form) for your employer. This form tells the employer how
much income tax he needs to take out of your paycheck to send to the Internal Revenue Service.
(Federal Government). If he sends too little, at the end of the year you may have to pay a large
amount of additional tax to the government. If he takes out too much, you will receive a refund.
To receive a refund, you MUST apply for it by filing an income tax return.

Form W-4 (Revised April 1975)
Employee's Withholding Allowance Certificate

(Una for wages 9016 a®er Aprii 30, 1975 ane botere Jamuery 1, 1976}

The explanatory material Below will help you determine your correct number of withholding
allowances, and will assist you in completing the Form W-4 at the bottom of this page.
Aveid O or
l, Corming TRE OTOPE! AUMDe! 0 wlRAGUIAL SIOWSNCIY YOU Brg aMlisd to yCu Car 14 thy aMOuRt of 189 wrnheld
rrm your wages 10 yOu 185 1-85.Ly 1~ 300 OA 1D 1K BNSWINCES e DIFIOAS BeP~Clior) 1D Lo ! +-7.00 ,n 1lamg (ll nro.gh (g1
Mh BE $urp you ¢ B'm onv BCONCAS! SUDMBNEST 10u 870 8P| Tied 1D 1A dem (R AL aTnee d.re Brewsnes.” 80l dem ()
ACEI 8D 107 (1BAR-T1 2 20EUCT0*S " Wi TAESE SHOwanCes Mmuy DF C1vmed 0° oo Wl et m.d 19h0uling PurTpOs. they ats
APt 18 B0 CLEMED uAGe” “LOeMINCH BN pour tes return { i 104D of form 10408
T MBY Lt 170 D105 WARROICIAG SHOWINLS A JOU 279 5.AF:¢ WA BNl BN SM2IOYSS. Of mared I Snly Bne Smploye!
OML1.0NE, YOU T8¢ L.avm the Qﬂ’cmlil) tor Aol
ll O luﬂ AIAC . yOu RS YO’ SDOUEE Bt DCIN
8 #3800 1081 PNOLEN Rat PR SMAAS'E || you hAg thsT

CPZUCLr S 18 SYCD R R 160 MULH IO P L8e witRASS 170m peur
EMC.CYed 0F y0u Neve MOIB TRBR OFF IMDTYET 130 TABUID
FOU BOFD NS mt PR ClAm att 51eMDIOPY OF I8 '0f u:l-owu s 1an g 1 yae gta Curentle C:amig $00:1.078.
WRARAOMNLE S.oWIrCES BAMT On ASMied BECUCTIONS, CF0C0 the LD DA TAD Bace 10 $4¢ tadl yDu 818 CHNTWE] the [rOper
Frumper of gRCwBACES

How Many Withholding Allowances May You Claim?

Prease ute 1he SCAPOUNE C010a 10 T rTUe 1N FUMDEr 8f aliousfCey YOU My CLwn fOr 128 WIRACIOINg DUrDOTEY 1n Gater:
Muning 168 Rumber. eyes i Mund IFOTe D018 11 yZu 819 BN 800 0 0 0re 1%4n OB KD yO ay ACI Liaim Ihe Lame bhow-
SIS w5 mere 12 un % D180 W (T S0ma T e Or 2 10y aTe mAN 42 384 LotR vow 00 10Ut 300138 are BMprOLeS vOu

MEY AR LB 1N LIME BHEWICES 1N yOur STDICIE"S » l-- SIS 1M, A AOAERdent S1len, SN TRER 3 resident o Canacs
v--a o Mn- R.t0_ Moy Ciarm 997 0r¢ DOrBInA BliCasnce

Figure Your Totai Withholiding Aliowances Bejow

(9) Alomence Jor younsatt—enter 1 . . . L L L L L L L 0 e e e e e e ‘

(o) showsnca tor your spowse——antar 1 . . . . . . . L . . . L . e e e .
{61 Avowence for your sgo——t €3 Or@ver—enter 1 . . . . . . . . L L L . L L L.
(4) Atawonze for your 300use’s spe——d €S crower—enter 1 . . . . . . L L L, L L L L
(9) Agwonce for Dhngness (yowrseihmentar 1 . . . L . L L L L L L L L L, L,
I Argeancs for ohaGners ($00use Si—erter |
(8] Anononceis) f0r GeDensant(s)m—yey 518 sntAIed T 1M 8% 8. Cwants 157 80Ch BOPEnCom yOu wet h -M
18 Ciaem 00 yuur 7000081 NCame 138 return DO AOL NCIWOS yOursel! 8¢ your SDOuOS ® . . . |
(M) $29¢.a) WSRO Ali0a s e yOu #°8 NG Al @ty She EMDICHEr. 0 MATIIPY WM BP1y ORE mm
24 vOUl S20LYE 3 RO WD —tnter 100 At
» 107 tormzes yuu €0 £ion 10 emas Orauctons on Yive income tax mu n, enter
1re Aumber fram the table on Bage®® .
[h] ‘om—-« lmu ll |-vmvn (%) s00ve Cntor rers and on hne l hm- n-‘ beize
" pou are v B8, SRD® rou MOp Sl ot § FORIAGrat -lﬂlt-uﬂ‘l‘t‘*l!w-hmlm'nﬁmlu’m'ﬁ-ui
"b’-' s ’ In..q.. Bermte P
T IRG Sle SRR 1 yaed SIS T N PuTINAt OF L g fPud BARN GG L1 BR0 (ARt BE LIOwned WReR siv P TR 101 fonem

See Table on Back if You Plan to Itemize Your Deductions

Complsting Form Wad.—~i1 you 1.0 wrar rou 870 vt tiofl 10 69 07 .38 IBOWIRCS .0 JUG.1uA 10 [Rase AAXA you S8 Now
Cemme g, WACD 138 FOur NuMDer Bl Snnwantrs A, 1Rg 100 TCIr Leigw BRT uPT f 519 VOl BMNGI e 1] 158 AuMDer ot i
F.aanCEt YU DO sOul'p C1d: h-'d arces et s "NI. rew Form Wed wtmit S Cary lbniuﬁ m #o50:1 15 Cas more tar
TR mel Be wARAgd yOu ey UAP TR S8F.9 Yoo 10 mnuu FOU' WIRANGIAG Lo LI8.M NG towe “0" snowsnces on LAs ),
o Dy #90:1¢ 10 90210NS -noreacum? o PR }

V Cive the bottom part of this Ium Io your employer; heep the upDer part for nw rmyd: md mmmhan A 4

G by 9 e

room Wed I Employee's Withholding Allowance Certificate
ey dem 18YL, (Tt Curtaficsis o for IACOme Las wANNSIING Purpetes
m“;-r oniy: N ol remad 0 efeel unbi yeu thangs o)
- ] A/ o Sl b
"Helvin Do |-590-9%- F3e
L e rphind L od o s rovie) 'lﬂl;';l‘:\-l D Mornes
Oty o towm, Beste 970 I eae - :‘?:m:”:’.:“;:‘.‘.:'::

1 Total Aumber of showINCOL yOu SO LILIMRAE . . . . . b e b s 4 s s ey e ' z

2 Actnonst aMeuar if sny, yu et JECLCTEd BT BRCA Bav [ vIut #1000 Berers)
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Activity 11

Remove Worksheet 11 from your Working Papers. Look it over carefully. It looks hard,
but if you follow along with the instructions which follow you can do it!

Line a If you are single and work at one job, enter 1

If you hold more than one job, you may claim 1 allowance at only 1 place you work.

Lineb If you are married and your spouse (wife or husband) does not work, enter 1 after
line b and line a.

If you are married and your spouse (wife or husband) does work, do not take an allow-
ance in line b,

Linec, d, e, and f do not apply to you.

Lineg If you have one or more children, you may enter the number you have on line g. Do not
include yourself or your spouse.

Line h If you are single with only one employer, or married with only one employer, and your
} \‘pouse is not employed, you may enter another 1 on line h,

Linei Now total lines which you have entered a number and enter on line i.

Figure Your Total Withholding Allowances Below

(8) Aliowance for ynurself—enter 1 . . . o ¢ ¢ . ¢ ¢ ¢ s e s e e e e e e e 0 e l

(b) Allowance for your spouse—entef 1 . . o . « o o <« s« e s e o8 e e e e e

(c) Allowance for your spe—if 65 orover—enter 1 . . . < + ¢ . 4 ¢ ¢ o o 4 o o o

(d) Allowance for your spouse’s sge—if G5 or over—enter 1 . o o 377 ¢ Ve ST e 0 e e e

(e) Allowancs for blindness (yourseif)—enier 1 . . .

() Allowancs for blindness (spouse’s)—enter 1 .

(g) Allowance(s) for dependent(s)—you sre entitied fo claint en lllowlncl !or uch depcndcnl you w.ll bl lblo
to ciaim on your Federal income tax feturn. Do not include yoursel! or your spouse . .

(h) Specist withholding 3llowsnce—if you are single with only one smploysr. of married with only one employer
snd your spouse is not employed—enter 1°* . . . . . . ... . . . . e [

|t Allowance(s) for itemized deductions—if you do plan to itemi deductions un your | ne tax re(urn. enter
the number from the table on back®® . « ae .
() Totai—add lines (a) through (1) above. Enter hers lnd on hne 1 Form W-l beIOw .. 2.
+ 8 3f you 878 In doubt 83 1o whom you may Cisim s 8 dep 08 the which came wlm mr nll hdnnl Im:omn taz reium ar Cal

* your iocal inteind) Revenus Service oMice.
*e This ellowance Is used solely for purpotes of figunng your withholding tee. and Cannot ba Claimed when you Mia your tox ratumn.

3 5&

O

ERIC

Aruitoxt provided by Eic:
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At the bottom of the page, TYPE or PRINT your FULL NAME, social security number, ad-
dress, city or town, state and zip code, your marital status and the TOTAL number of allowances
you are claiming. SIGN and DATE the form.

See Table on Back if You Plan to Itemize Your Deductions

Completing Form W-4.—1f you find that you are entilied to one or more aliowances in aridition 10 thuse which you dre now
Claiming, increase your number of allowances by compieting the 10rm below aed filing it with your empioyer. I the number of al-
lowances you previously clawmed decreases. you must hie 4 new form W—4 withwn 10 days. (ghould you expest to owe more tax
then will be withheld, you may use the same form to increase your withhoiding by c1diming tewer or “0" allowances on hne 1.
Of by eshing (ur addstional withhoiding on hine 2, or both.) .

Y Give the bottom part of this form to your employer; keep the upper part for your records and information ¥
. Cut siong this tins

rorm \W-4 Employee's Withholding Allowance Certificate
{Rev. Aprid 1975) (This certificate is for 'ncqnw tax withholding purposes
f:‘:‘;‘.':"::"",_'.“,};“‘“:"' only; it will remaln in effect until you change it.)
)}  ( 18, ber

YPe or pint your Wl ™ John Andrew Brown 50-22-06/2
Home eddress (Number and street or rursl route) Merital status .
5725 Ocean View Avenue XX Single (] Married

o G Site o 21 . gt

§2n Biego, California 94058 Bot]
1 Total number of SlOWSNCes YOU BT CIOIMING - + & - + o o o o o o o o 5 b e 0 o« . - 2
2 Addit.onal amount, if any, you want daducted from each pay (if your employer agrees) . . . . . . . . 3

t cortity that 1o the Dest 8t my hnewiedge and Bsivel, the o on this does not sxcteed the NUMDer

% which | sm enlitled.

! ) ) : .. -
Signature b.........] "'yu!.’l.c ALY, uuw"f_{..).xﬁw.ﬂfg, Oste »..%:QL:?HAI.&&...Z... 1) Nt...

10—=a287-1

TAKE YOUR W-4 FORM TO YOUR INSTRUCTOR AND HAVE IT CHECKED!

THEN TAKE THE POST-TEST ON PART A! GOOD LUCK!!
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WORDS AND MEANINGS

(MUST KNOW FOR POST TEST)

BEFORE you continue this unit, you will need to become familiar with some words and their
meanings. Know these for your test on Part A.

ADVERTISEMENT A notice commonly found in a newspaper informing the public
about a product or job opening.

AGENCY (employment) A company which helps people to find jobs. Many charge fees
for the service.

APPLICANT A person who is applying for a job.

APPLICATION FORM A questionnaire which tells the employer the information about
the person applying for a job. ’

APPLY To ask for a job — by filling out an application — calling —
going in person.

DATA SHEET Resume’ — a typed sheet telling an employer all the qualifica-
tions you have for a job, your address and the names of people

who will recommend you.

DEDUCTIONS Money taken from your paycheck to cover insurance, Social
Security, Income Tax, and other miscellaneous items.

DEPENDENT :-4-~A person who lives with you and you care for.

ENCLOSE To send with a letter or application. To put into the same en-
velope with something else.

o
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EMPLOYEE
EMPLOYER

EMPLOYMENT AGENCY

EXEMPTION

EXPERIENCE

FEDERAL WITHHOLDING TAX

FRINGE BENEFITS

FULL-TIME

GROSS PAY

HOBBIES

INTERVIEW

LEGIBLE

MANAGER

MISDEMEANOR

NET PAY

OVERTIME

PART-TIME

A person working for someone.
Someone who hires people to work for them.

A business which helps people to find jobs. They usually charge
a fee.

On income tax or W-4 form — allowable amount set aside for
yourself or dependents upon you for which you do not have

to pay income tax.

Previous activities you have participated in which would help
you to perform a job.

The amount held from a paycheck towards the income tax
due at the end of the year.

Extras from which you benefit, but the employer pays for. In-
cludes Medical Insurance, Dental Insurance, Sick Leave, Vaca-
tions, etc.

To work a set number of hours per week. Usually 35 to 40.

The total amount of wages you earn before taxes or other
deductions.

Activities which you enjoy doing in your spare time. Reading,
sewing, sailing, backpacking, cooking and football are all
hobbies.

A person applying for a job meeting with an employer.

To be able to read it.

The person who directs or handles the busiress.

Breaking the law in a minor way as a traffic violation or disturb-
ing the peace.

The amount you receive on your paycheck after deductions are
made for Social Security, Income Tax and SDI.

Time beyond the regular hours.

To work fewer hours than a full-time employee. Can be tem-
porary or permanent. Often pg;d hourly.
<



PERMANENT
PERSONNEL MANAGER
POSITION

REFERENCE

RENUMERATION

REPLY

RESUME

SALARY

SOCIAL SECURITY

SPOUSE

SDI

STATE WITHHOLDING TAX

TEMPORARY

TRAINEE

W-4 FORM
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Job will continue indefinitely.
The person who does the hiring for a company.
A job title or opening.

A statement by a person who knows the kind of work you do
and how responsible you are.

Pay for work. Money received because of injury on the job.

Answer.

A typed sheet telling an employer all the qualifications you
have for a job, your address and the names of people who will
recommend you.

An amount of money paid for a period of time’s work regard-
less of the amount of days or hours in that time.

A special government fund required by law to whuch both the
employer and employee must pay.

The person to whom you are married.

State Disability Insurance.

Money withheld from your check to pay Califernia State In-
come Tax.

The job will be short. You will be hired for a certain length of
time.

A person who is to be trained for a specific job.
A government form which must be filled out before you can be

paid which gives the employer information on how much in-
ceme tax to take out of your pay.
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THE RESUME
(PERSONAL DATA SHEET

Often, when advertising for a new employee, an emplover will ask for a RESUME’ (rez’ u ma’)
to be sent before any personal contact is made. A RESUME" is a typed sheet telling an employer all
the qualifications you have for a job, your address and the names of people who will recommend
you. It is a good idea to make one up and to keep it up to date at all times in case you need it. It
is also extremely important to be prepared when going to apply for a job. You wiil need to take
with you informatien which will be needed when filling out an application blank. Such information
includes: personal information, skills you have learned; education, experience,; hobbies; and refer-
ences. The resume’ differs from the pocket data sheet. The pocket data sheet is for your own infor-

mation and is to be usec .y you and not to be seen by the employer. The RESUME" is often seen
and evaluated by the employer.

SUE AMN GREEN
42388 Mestside Orive
San Franciscu, CA 91560
943-5557

EDUCATION: San Francisco Hiqh School, 4367 Mission Street,
$an Francisco. Ca 93,60,

Kissfon Junfor HiJh School. 2568 Straton Street,
San Francisco. CA 9456).

SKILLS:  Shortisnd 80 wpm Printing Calculator
Typing 60 wpa 104 Eaecrtive Typewriter
10-key addirg michine Transcription Machine

STUDENT ACTIVITIES: Ye)l Leader 2 years: Meraer of Spirit Group;
Fresheun Class Secretars, Merber of Californmia
Scrolarship Federation; ruber of Science Clud.

EXPERIENCE: Orffce Forms Incorporated, 23 Park Plaza. San Francisco,
. CA 945, Gencrd) Office Clerk Mart tize 1975-7¢.
San Francisco M19% Schacls 4247 Misslon Street.
San Francisco, CA 9150, Atteacance Gffice Clerk
2 pericds per Jay, 1975-76
Rrs. Ray Clark, San Francisen Hicn School, 4987 Hissfon

Strect, San Frencisco, CA 24500, Insidge Work ExPerience
Typed, kept recurds, corrected papers, ctc. 197475

HOBRITS: Sa:l"?. reading. backpicking, safling, tenris, 1o0king,
traveling.

WERMNCH : MIss Gladys Wong, 34507 Muson Street. Sen Francisco.
CA 94560,
Ne. Alan vente. 7853 Pine Street. Sin Francisco, CA 94560

Rev. Tos Thomas, First Methodist Church, 345 west Fifth,
San Francisco, CA 94502,

Q k.

FRIC 40
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A RESUME

92 B 2 &F

HELPS YOU FILL OUT AN APPLICATION FO)RM

MAY BE SENTWITH A LETTER OF APPLICATION

KEEPS A RECORD OF THE NECESSARY INFORMATION NEEDED FOR
A JOB

IS YOUR CALLING CARD
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Activity 12

Turn to your Working Papers and do ACTIVITY 12. Answer all of the questions in your
own handwriting. This activity will help you to get ready to make your own RESUME.

FINISHED? Take it to your teacher to be checked!

A RESUME’ should be typed. If you do not know how to type, maybe a friend or a member
of your family will do it for you. Remember, the Resume’ will represent you to a future employer,

so you will want to make a good impression. If you cannot type and you do not know anyone who
can, see your instructor!

Examine carefully the FORM FOR TYPING on the next page. Then read carefully the sample
resume’ shown. If you have any questions, see your instructor.

Activity 13

On a clean sheet of typing paper, complete YOUR resume’. Reinember, it must be NEAT,
ACCURATE AND COMPLETE. YOUR RESUME’ REPRESENTS YOU!

CORRECT ALL TYPING ERRORS!
When you are finished with this activity, turn it in to your instructor.

GOOD LUCK!

42
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FORM FOR TYPING A RESUME’

YOUR NAME "Line 10)
Street Address (or Mailing Address) centered
City, State, Zip ] Tr 'Omt42 on
: pica type,
Telephone Number 50 elite.

EDUCATION: Between each school, leave a blank line. See
illustration on next page.

Leave a

1 inch

margin on

each side. .

SKILLS: 1 inch I

STUDENT ACTIVITIES:

EXPERIENCE: Between each experience, leave 1 blank line. See
illustration on next page.

HOBBIES:

REFERENCES: Between each reference, leave 1 blank line. See
illustration on next page.

43
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SUE ANN GREEN
42388 Westside Drive ‘
San Francisco, CA 94560 g N
«943.5557 L
>
EDUCATION: San Francisco High School, 4987 Mission Stre_e"%, -
San Francisco, CA 94560 '
£
Mission Junior High School, 3568 Straton Street, ,_
San Francisco, CA 94560 . :
SKILLS: Shorthand 80 wpm Printing Calculator N /,'
Typing 60 wpm IBM Executive Typewriter - . 9 -
10-key adding machine Transcription Machine o
STUDENT ACTIVITES: Yell Leader 2 years; Member of Spmt Group;. Fréshr&
Class Secretary; Member of California Scholarshi o
ation; Member of Science Club. -‘z_ A
. o Y ‘1 .
i
EXPERIENCE: Office Forms Incorporated, 28 Park Plaza, San Francxsco, CA 94’02?56”' '
General Office Clerk Part time 1975-76.
San Francisco High School, 4987 Mission Street, San Francisco,
CA 94560. Attendance Office Clerk 2 periods per day, 1975- 76
Mrs. Ray Clark, San Francisco ngh School, 4987 Mission Street
San Francisco, CA 94560. Insxde Work Expenence Typed kept
records, corrected papers, etc. 1974-75. .
HOBBIES: Sewing, reading, backpacking, sailing, tennis, cooking, traveling.
REFERENCES: Miss Gladys Wong, 34567 Mason Street, San F):ancisco, CA 94560.

-

Mr. Alan Wente, 7854 Pine Street, San Francisco, CA 94560.

Rev. Tom Thomas, First Methodist Church, 345 West Flfth San
Francisco, CA 94562. Q’ P
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LETTER OF APPLICATION

Almost any day of the week, you can open your local newspaper to the classified section and
find HELP WANTED ADS. Advertising job openings saves time and expense for the employer as
well as for YOU.

Often times the only method of gaining an interview for a job is by writing a good letter of
application and sending a resume!
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OH NO!
I didn't know getting
a job was this much
work!

DONT

BE
DISCOURAGED!
If you follow a few easy steps,

writing a letter of application

WILL BE EASY!

LAN
~7
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The LETTER OF APPLICATION is often your first contact with a company. It can either
“make’.you or ‘‘break’’ you. Many companies use this letter to “screen out’’ (get rid of} the people

who they do not want to work for their company. YOU MUST WRITE THIS LETTER CARE-
FULLY!

An application letter should include three (3) parts:

1. An introductory paragraph telling how you found out about the job.
You want to get the reader’s attention.

2. The main paragraph telling what skills, experience, and qualifications
you have which would qualify you for the job.

3. A concluding paragraph expressing your desire for a personal interview
and indicating where you can be reached.

I DON'T KNOW
HOW TO WRITE
A LETTER!

W
lJéi“H

uy
D l\l||

1
3 ltl
(L INANE AN
1.4 ()
" ] ( ||& !‘!ll‘\h
. |‘
ll “ ) N .‘I‘:“\‘(‘
' ‘I.:‘l‘l
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@% ? LET ME PUT IT IN SIMPLE TERMS:

XX GET ATTENTION
IX CREATE INTEREST

Main Paragraph
XX SHOW YOUR PERSONALITY

a MAKE IT EASY TO BE REACHED

If you still don’t know what to do, let me give you some examples:

1 m GETATTENTION

(teacher)
The Kennedy High School work experience coordinator, Mr. Arnot, told
me that you have an opening in your company for a bookkeeper.

OR

A friend of my father's, Mr. Jack Harper, told me you were interested
in hiring four young people as trainees to learn computer programming.
I would like to be considered for one of these positions.

OR
| am writing in regard to your advertisement for a dental assistant in the

Sunday, January 6, Daily News. ! would like to be considered for this
position.
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OR

Please accept my application for the job of office mail clerk which was
advertised in the TIMES Tuesday, January 10.

SEE HOW EASY IT IS!

. Activity 14
Turn to your Working Papers and write three (3) introductory paragraphs which YOU
might use when writing a letter of application. Be honest. Make them YOU! (Page 16). .

FINISHED??? Show your paragraphs to your instructor and have him (or her) discuss them

50

with you.

-
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2 ® CREATE INTEREST (sell yourself}

The main paragraph should tell what special qualifications you have to be
considered for the job. Here you may also refer to the enclosed resume’.

As you will see on the enclosed Resume’, | will graduate from High
School in June, 1976. | have taken a complete business course preparing
me for an office position. | also worked in the front office and greatly
enjoyed both my classes and my work experience. | know | would like
working for a company such as yours.

OR

For the past year, | have been working inthe school district offices after
school. My responsibilities included the mail, taking dictation, typing, and
some bookkeeping. | feel that this experience would prove to be in-
valuable if | were working for your company.

OR

In high school, | was very active in student government, the school news-
paper, sports, and the outside work program. My typing skill is in excess
of 50 net words per minute and | can take shorthand at 90 words per
minute. | feel that | am well qualified for the position you wish to fill.

OR

Although | do nat have any office experience, | have worked for the past
two summers babysitting and caring for neighbors’ yards while they were
on vacation. | feel that | accept responsibility very well and am well train-
ed for the position you wish to fill.
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- Activity 15

Turn to your Working Papers and write two main paragraphs which you might use when

writing a Letter of Application. Be honest, list only your own experience and education.
Don’t make anything up! (Page 17).

WHEN YOU ARE FINISHED, TAKE YOUR COMPLETED MAIN PARAGRAPHS TO YOUR
INSTRUCTOR AND HAVE THEM CHECKED.

LA B R B B 2B K BE BE W B Y

3- MAKE IT EASY TO BE REACHED

| would appreciate a personal interviews with you at your convenience.
| can be reached by telephone at 756-3975 or at the above address.

OR

Please call me for an interview at your convenience. My home telephone
number is 345-6543. | am looking forward to hearing from you soon.

OR

| am enclosing a personal data sheet which | hope will be of value to you

in considering me as an applicant. | may be reached at the above address,
or my home phone number is 234-6957.

OR

| hope you will consider my application. Please let me know if | may pro-
vide you with any additional information. | may be reached at 334-6665.

This is an easy paragraph to writel

92
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- Activity 16

Turn to your Working Papers and write three (3) paragraphs which YOU could use to
close your letter. (Page 18).

Do NE?

GOOD! CHECK WITH YOUR INSTRUCTOR AND HAVE THEM APPROVED.

LR B R B BN BN B BN BN

POINTS TO REMEMBER
WHEN WRITING YOUR LETTER OF APPLICATION:
1. Use clean white paper
No smudges — make ncat erasures
Unless you are instructed to reply in handwriting, use a typewriter!
No misspelied or crossed out words
No strikeovers

o N
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ILLUSTRATION OF A
LETTER OF APPLICATION ON
AN EL!TE TYPEWRITER

Route 1. Box 23
Philo, CA 94550
January 14, 1976

Mrs. Juanita Chavez
Personnel Manager
Acme Appliance Company
455 North Drive
Cloverdale, CA 95540

Dear Mrs. Chavez:

I am writing in reaard to vour recent advertisement in
the Valley Times for a clerk-typist. 1 am very mich
interested in that position. .

I will graduate from high scheol in January, and I am
looking for a full-time office job I have taken a
complete business course, and my tvoing and shorthand
speeds are very gond. 1 am enclosing a resume' of my
skills and experience.

Please call me for an interview at vour convenience.
I may be reached at 433-4523 ar at the above address.
I am lookina forward tn hearing from you soon

Yours very truly,

" lany Sna ST~

Marv Jane Haskett

54
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Center

{line 13) Your street or mailing address
City, State, ZIP code
Month, Day, Year

J(Iine 20)

Name and title of person to whom you are writing
Company Name

Street Address

City, State, ZIP code

Dear Mr., Ms., Mrs., or Miss (or Gentlemen if there is no name given abovs)

Yours very truly,
(sign your name here)
Your Name (t''ped)

AS A GENERAL RULE: If your machine is pica, 42 is the center
and margins should be set at 17 and 67.

If your machine is elite, 50 is the center
and the margins should be set at 2g_and 80.
(W)
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ILLUSTRATION OF A
LETTER OF APPLICATION ON
A PICA TYPEWRITER

Route 1, Box 23
Philo, CA 94550
January 14, 1976

Mrs. Juanita Chavez
Personnel Manager

Acme Appliance Company
455 North Drive
Cloverdale, CA 95540

Dear Mrs. Chavez:

I am writing in regard to your recent advertisement in the Valley Times for
a clerk-typist. I am very much interested in that position.

I will graduate from high school in January, and I am looking for a
full-time office job. I have taken a complete business course, and my typing
and shorthand speeds are very good. I am enclosing a resume’ of my skill
and experience.

Please call me for an interview at your convenience. I may be reached at
433-4523 or at the above address. I am looking forward to hearing from
you soon.

Yours very truly,

A

Mary Jane Haskett

Sy
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—Activity 17

Turn to your Working Papers and make a rough draft copy of a Letter of Application
v/hich you might write answering one of the following advertisements. You may use any
of the paragraphs which you wrote in the previous exercises if they fit.

WHEN YDU ARE FINISHED, TAKE YOUR LETTER TO YOUR INSTRUCTOR TO BE
CHECKED.

The - ame of the paper is The Daily News. Use your city and zip.

BOOKKEEPING, LIGHT, A-P, AR inventory SECRETARY RECEPTIONIST over 18, re-

control, some typing. Salary based on abili-
ties. Send letter/resume’ to Box 2 c/o this paper.

sponsible; 4 days per week, apply by writing
c/o paper.

) CONVENIENT FOOD MART
Grocery Clerk/Cashier/Part-time, Exp. Pre-
ferred. Write Box 25 c/o this paper.

TYPING and general office, full time. CPA
office - Hayward. Send resume’ to P. O. Box
451, Hayward, 14540.

SECRETARY, INSURANCE Agency, will train.
Write Box 13 c/o this paper.

TELEPHONE OPERATOR: for even. and
weekends. Light typing and bookkeeping,
general off. Write FRA Motors, c/o paper.

COMPUTER TRAINEE. Part time hours flex-
ible. Write c/o paper, Box 67.

Sv
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THE TELEPHONE APPOINTMENT

Y

Sometimes a newspaper advertisement says to call for an appointment and indicates a tele-
phone number. |f the job for which you are applying requires any contact with thghpublic on the
telephone, that first call you make to the company is very important. WRITE DOWN WHAT YOU
ARE PLANNING TO SAY! and WHAT QUESTIONS you need to ask!

FIRST IMPRESSIONS COUNT!

BE CAREFUL WHEN CALLING FOR AN APPOINTMENT!!!

Planning how you are going to set up an appointment for a job interview is like pIannTﬁg a
letter of application. You must first get the listener’s attention. Be sure to sound alert, enthusiastic,
and interested in the position. Be ready to answer specific questions if they are asked. It is a gooa
idea to have your resume’ nearby so you can refer to it if you need to.: Be certain to obtain the
interviewer’s name and ask how to spell it to be sure. Repeat the time and day the appointment has
been made. Be courteous, friendly, and brief. '

Tune in on the following pages and follow carefully as Chris makes her first call for an appoint-
ment for an interview.
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AVAILABLE.
I(Al/éA you
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YOUR Ap IN

it 5gNPArY EXPERIENCE?
TIMES FOR &

RECEPTIONIST ? =

LS THAT
POSI TION
STILL

oPeEN?

LT {
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MOT OFFICE
EYPERIENCE , BUT T
ol HevE HAD 1W51DE
LEN WORK EXPERIENCE
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AT SCHOOL , AND THAT HUuck >
I AM REALLY Ep’apf %"ZV ce. S
ANxrous o S
: HAVE avy

PEFERENCES ?

YES, I DO. T HAYVE
A COMPLETE

YES, £ wouro.
RESUME,

e CAN YOU CoME
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MAY £
HAvE Your
WAME

AGAIN ?

THANK You MP.
WHITE, T AM
LOOKWNG FORWARD
70 raMa/eeow
600D - BYE .
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—Activity 18

Using a tele-trainer (if available), telephone your instructor and make an appointment for
a job interview. You are to be the job applicant and the teacher is the prospective em-
ployer. Say your name clearly and spell it if necessary. Be sure to write down the exact
time and place of the interview, check the correct spelling of the interviewer’s name, how
to pronounce it, and his title. Tell where you read or heard about the job. Did the com-
pany request you to call for an interview or are you calling about an ad in the newspaper
or information given to you by a friend.

OR

If a telephone or tele-trainer is not available, make a personal appointment with the
teacher acting as a receptionist and the student acting as the applicant. Say your name
clearly and spell it if necessary. Be sure to write down tha exsct time and place of the
interview. Check the correct spelling of the interviewer’s name, now to pronounce it, and
his title.




HOW TO APPLY FOR A JOB
STUDENT MANUAL PART B PAGE 61

EMPLOYMENT TESTS

Often when applying for a job which requires a skill, you will need to take an employment
test. On the following pages you will find some questions commonly asked on an employment test
for office skills. You will also find a sample typing test and a sample shorthand test.

TESTING PROCEDURE FOR
STANDARD OIL COMPANY OF CALIFORNIA

A1l applicants for typing and stenographic positions are required to
complete a typing test, a spelling test, and a punctuation test. Those
applicants applying for a stenographic position will take a shorthand test
as well. The amount of salary offered will be affected by the test
scores.

After a brief warm-up period, the applicant is given two five-minutc

typing tests on material of average syllabic intensity. The ~aterial is

to be typed line for line and double spaced with a five-stroh. paragraph
indention. Standardized International Rules are used for scoring. A net
speed of 55 words per minute is the minimum required for the positions of
typist and stenographer. (In an attempt to alleviate tension, the applicant
is informed, prior to testing, that two timed writing {11 be given and

the better of the two tests will be used for scoring.,

A short punctuation test involving the use of the comma, semi-colon, colon,
quotation marks, question mark, and apostrophe is given. This test

also includes the proper use of the pronoun. The applicent is asked to
correctly punctuate eight sentences and to select the correct pronoun in
two additional sentences. A desirable score would not exceed five errcors
out of a possible 25.

The third section of the testing program is a spelling test. The applicant
is given a list of 50 words. Some of these words are spelled correctly and
some are spelled incecrrectly. The applicant is to underscore those words
that are spelied incorrectly and write them correctly in the space provided.
This spelling test is comprised of words commonly misspelled; i.e., words
contuining double letters or troublesome vowels, etc. The passing grade is
80 percent.

The shorthand test is given at 100 words per minute and the material used
for dictation is counted by the standard words (28 syllables equal 20
standard words). Two short letters are dictated for warm up; then a letter
ihree minutes long is dictated for transcription. The applicant is to
transcribe his notes in mailable form--all typographical errors corrected,
correct punctuation, spelling, etc. The minimum requirement is 100 words
per minute with a maximum of five errors.

Q
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SAMPLE SPELLINC TEST

Underscore all words spelled incorrectly and spell correctly on the dotted line.

itenerary . (itinerary) = | feasible . « « « 4 o ¢ o 4 o .
latteral . flft?'?I? R relevent . . . .(fe?eYa?t? ..
serviceable . . . . . . . . . perserverance .(?efs?v?rgngez
teritory . §‘?’51§°€Y2 . e e recipient . . . . . .. ...
incumbent . . . . . . . ., . 8lledge . . . .(?l?eGe? . ..
slege : “ e o s s b e b e e s advisory e e e e e e e e e

SAMPLE PUNCTUATION TEST

Punctuate each of the following sentences correctly.

1, Mr. Garrison manager of our Chicego office as well as five managers
of other branch offices attended the meeting.

2. As long as Mr. Foster opposes the modernizing of our offices we shall
be unable to purchase new desks and chairs.

3. His car was out of gas mine had two flat tires.

k., You will find that most high grade products are manufactured by
businesses that employ up to date methods and that maintain plants
that are well managed.

5. The following are the primary colors red blue yellow.

6. We met them on Monday October 13 at Tom Hardys house,

7. Susan asked Will you be able to join us.

Cross out the incorrect pronoun.

8. The manager asked (her/she) to buy the typewriter, but it was not
(her/she) who placed the order,

A4
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SAMPLE TYPING TEST

The most important job you and every other young person will have through
life i8 that of critic of your own thoughts, words, and deeds. And this is a
Job that may be very interesting, pays well, and never is lost. How well it
is done depends largely on how early you begin to function on this Jjob, how
intelligently criticisms are made, and how soon good habits of doing this work

are formed.

Why did I think about a certain person as I did? Why did I say what I
said? Why did I do what I did? These are questions which should be asked and

answered over and over again concerning important matters of daily conduct.

At first you must consciously force yourself to ask these questions. In
time, if this practice is persisted in, the habit of trying to account for your
conduct in important situations will be formed. Then without conscious effort

you will seek reasons for what you think, say, or do.

It will surprise you to find that often your thinking is not based on
facts; or that what you say is not literally true; or that some of the things
you do are not the things you really should have done under the circumstances.
Once you discover these things, you will want to make amends for wrong things
said and done. But what is more important, you will be on your guard against

e repetition of them. Thus bad habits will be broken and good ones formed.

Not the least important result of self-criticism and the correction of
one's own faults is the elimination, in large part, of the criticism of others.
No one really likes to be criticized by his associates. The only way to avoid

such criticism is to do your own and do it first.
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SAMPLE SHORTHAND TEST

100 Words Per Minute

Dear Mr. Green:

No doubt you, like most of us, pay a bercentage of your salary
toward Social Security. Yet the chances are you have never taken the
time to investigate fully the Social Security benefits available to you
or %o your family.

For example, do you know how much you will receive each month at the
age of 657 Do you know what will happen to your Social Security fund in
the event of your death? Do you know what papers are necessary in
claiming benefits?

These are things you should know. To help you answer them, our
representative, whose name is on the enclosed card, will gladly supply
you with an analysis chart that clearly shows what benefits you or your
family may expect to receive. This as well as other information will be
furnished by our representative with no obligation on your part.

We are extremely sorry that our representative will not be able
to personally visit with you at this time. However, it is our hope that
his analysis chart will provide you with sufficient answers.

If you should have questions which are not answered by the analysis
chart, please complete the enclosed form requesting further information.
This form should be mailed to our representative for & prompt response.

Very truly yours,

€5
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THE FOLLOW-UP LETTER

AS SOON AS POSSIBLE following your interview, you should write 2 follow-up (1 thank you
letter. This will help to keep your name foremost in the interviewer’s mind.

KEEP THE LETTER SHORT AND TO THE POINT!

Ist paragraph: Mention when you had your interview, and what position you wer~ applying
for. For example:

| would like to thank you once again for the consideration you gave me in your interview
on January 15. You gave me a very good picture of what is expected of the person you

will hire to work in your office.

2nd paragraph: If you would like the job and are interested, say so! Give a reason why and any
special qualifications you may have. For example:

| am very interested in the opening you have available. It is exactly what | have been
looking for. | feel that the courses | have taken in school and the work experience | have
had, prepared me for just such a position.

3rd paragraph: Offer further assistance or information.

If | can answer any further questions regarding my qualifications, please call me at
328-3445.

€6
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ILLUSTRATION
FOLLOW-UP LETTER

34557 York Avenue
Los Angeles, CA 95504
January 31. 1976

Mr. Any Employer
23456 South Market Street
Any City, CA 90056

Dear Mr. Employer:

Thank you for aiving me an opportunity for an interview

with von regarding the ovenina vou have in the Credit.
Nepartment

T am vesoy exrited about the possihility of workina for your
company I left the interview with the feeling that this was
exactly the tvpe of work I had been laoking for.

If vou nerd anv further information or bhave any questions,
please feel free to contact me at the above address or call me
at 645-5678. I am looking forward to hearing from you soon.

Yours very truly,

S S

Your Name
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Activity 19
Turn to your Working Papers and write a thank you letter for the job you chose to write

a letter of application for in Activity 17. Foliow the instructions given for letter form on
page 54.

When your letter is finished, see your instructor.

&
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HOW TO APPLY FOR A JOB

Teacher’'s Guide

HOW TO APPLY FOR A JOB is a unit designed to be used with students prior to obtaining
their first job. It may be used by either boys or girls. Part A is designed to help the student apply
for an entry-level job. The student obtains a Social Security Number, successfully completes a job
application form, participates in a job interview, learns the vocabulary commonly used when apply-
ing for a job, and actually sees students in a filmstrip applying for a job. The student will also com-
plete a withholding allowance certificate.

Part B is designed for the student who would like a job requiring a skill. A Resume’ or Personal
Data Sheet is typed and the student learns how to write a letter of application and a follow-up

letter.

The following performance objectives will be met in Parts A and B:

Given a list of 25 words, and phrases, commonly used on employment forms and in
test instructions and a list of definitions, the student will match the words/phrases
to the definitions with at least 20 correct responses. (Part A)

Given an application form for a Social Security Number, the student will indicate his
Social Security Number or complete the application form legibly, correctly, and
completely. (Part A)

Given an Employees Withholding Exemption Form (W-4), the student will type or
print the required information legibly, correctly, and completely. (Part A)

Given a sample pocket data sheet, the student will prepare the information neces-
sary to complete a job application form. (Part A)

Given application blanks from 3 companies and his pocket data sheet, the student
will fill out each application form completely, accurately, and legibly with type-
written or printed in ink responses, all questions acknowledged, all errors corrected,
and a legal signature. (Part A)

€9
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e Given a list of questions frequently asked by personnel officers in an interview, the
student will type, write or respond orally to the questions to the satisfaction of
the instructor. (Part A)

e Given 2 role-playing situation in which the student is a job applicant and the teacher
is a prospective employer, the student will make an appointment by telephone (if
possible) and/or in person to the satisfaction of the instructor. (Part A)

e Given the opportunity to participate in-an interview with the teacher c. a person
designated by the teacher, the student will do so at the appointed time and then
meet with his teacher to discuss his strengths and weaknesses as indicated on the ern-
ployment interview sheet completed by the interviewer. {Part A)

e Given a sample personal data sheet as a guide and any necessary personal informa-
tion, the student will prepare and have typed his own personal data sheet (Resume’)
including personal information, education, employment experience, activities, and
references accurately and in an acceptable format. (Part B)

e Given a blind want ad requiring a letter of application and sample application
letters, the student will write an application letter that is original conveys the appro-
priate message, and meets standards of mailability {neatness, style, vocabt!ary,
spelling, punctuation). (Part B)

e Given a sample follow-up letter after having completed an interview, the student
will write and mail a similar letter to the interviewer which conveys the appropri.ie
message and meets standards of mailability (neatness, style, vocabulary, spelling,
punctuation). (Part B)

[ad4
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For the best experience for the student in this unit, you will need to have on hand originals
or copies of:

Form W-4 .nternal Revenue Service

Form DE 3718 .- partment of Employment De\}elopment — Pocket Data Sheet
Ap lication for Social Security Card

Telephone Directory

Zip Code Book

If the forms are . 1 available to you, masters are included in the packet.

This is a two-part "init. Part A includes pages 1 — 38, and Activities 1—11. Part B includes
pages 39 — 67 and Activities 12 — 19,

The answers are included for Activities 1, 2, 8, and 9; but the answers in other Activities will
be personal and no key is provided. Be sure ZIP CODES are included in all addresses. Employers
do not have the time to look them up!

Be sure to check that application forms are correctly filled out in other units. You may need
extra copies cf Job Application Form Number 3 because it should be done letter perfect. Forms
1 and 2 ar2 learning experiences and each one should be progressively better.

PREREQUISITES: Handwriting. If the student has completed handwriting, be sure to check
10 see if they have followed through.




ACTIVITY 1 - KEY — WORD SEARCH
HOW MANY WORDS DID YOU FIND?

HOW TO APPLY FOR A JOB
TEACHER GUIDE PAGE 4

EXCELLENT!

35— 40
30— 34
25-29

VERY GOOD!
AVERAGE

LOOK SOME MORE

less than 25
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ACTIVITY 2 — KEY — CROSSWORD PUZZLE
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ACTIVITY 8 KEY
Part 1
1. The applicant just went in and stood around. He didn’t introduce himself and say what he
was there for.
2. Heis wearing torn blue jeans.‘
3. Hisshirt is not buttoned or pressed.
4. His hairisn’t neatly combed.
5. He took someone with him!

Part 2 (7 blanks)

1.

> w8

Mary's dress is much too dressy to be appropriate for a job interview.
Her hair is overdone.

Her shoes are not appropriate.

She has on too much makeup.

She is not sitting up straight.

She looks as if she had nothing better to do.

Don't ask to borrow a pen and don‘t use pencil or felt pen.

Take a resume’ or Pocket Data Sheet with you so you have all the information you need
including zip codes and telephone numbers.

Part 3 (Answers may vary)

1.
2.

Mary is slurring her words and using dunno, yea, | guess, OK.

Mary's attitude is showing. She dcesn’t really want to work, she is only applying so she can
say that she is really trying.

Don’t smoke.

Don’t chew gum!

Don’t say you will do anything — that really means nothing.

When the interview is over, GO. Don’t stay around-and chat! py,
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PRE-TEST / POST-TEST
HOW TO APPLY FOR A JOB

Checklist for the JOB APPLICATION

—

The student used INK

The student printed or wrote legibly

Errors, if made, were corrected neatly

Complete address was given including the city and zip code

Social Security number was given

Specific job desired  (Service Station Attendant, Cashier or any other specific job named.)
Name, Address, City, Zip Code of schools attended.

Previous Employment must include Name, Address, City, Zip Code.
If they have not had business experience they 'should list babysitting, yardwork, or any
other paid experience.

3 to 5 hobbies should be listed

References should include Name, Address, City, Zip Code, Occupation and Relationship
to the person. _

All blanks should be completed or marked NONE or N/A
Application blank should be signed.

Checklist for the JOB INTERVIEW

—

—

The student was dressed properly for the job applied for
The student made an appointment for the job interview correctly.
The student was poised and spoke clearly

The following questions were answered satisfactorily:
1. What position are you applying for?
- When are you going to graduate from high school?
. What plans do you have after you graduate?
. Do you enjoy school? Why?
. What school activities do you participate in?
. What do you liketo do in your i1 ce t;me?
. What kind of work experience have you had?
. Hov. such do you expect to e paid for this job? -
. How much do you want to work? ¢ 5
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HOW TO APPLY FOR A JOB
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Checklist for JOB INTERVIEW, Continued

10. Why do you want to work for this company?
11. Do you have any questions?

Use the following checksheet in evaluating the student. Circle the v:.-d in each line which most

nearly describes the applicant. Discuss with the student YOUR EVALUATION at the conclusion
of the interview.

APPEARANCE: well groomed, average, needs improvement
DRESS: good taste, careless, flashy, untidy
POSTURE: well balanced, very erect, slightly relaxed, stoopeq, round shoulderec
FACIAL EXPRESSION: radiant, happy, thoughtful, solemn, sull=r
HANDS: clear and well groomed, clean but not well groom<d dirty
FACE: healthy looking, makeup too heavy, needs improvenient
APPROACH: poised, alert, forward, timid, awkward
VOLUME OF VOICE: too loud, easily audible, too low, pleasant
ENUNCIATION: very clear, clear, passable, indistinct
PRONUNCIATION: faultless, occasional mistakes, frequent mistakes

- GRAMNIAR: good, oacasional mistakes, frequent mistakes, «xtremely bad
PERSONALI!TY: raagietic, animated, pleasant, tactless, si:!len
ATTITUDE: cooperative, enthusiastic, attentive, ino’ 7.z ¢nt, argumentative
SELF-OPINION: modest, confident, timid, conceited
INTEREST IN POSITION: exteptional, normal, belovs 3verage

WOULD YOU HIRE THIS APPLICANT IF YO'J HAD AN OPENING IN YOUR COMPANY?

YES_— NO___

j
-3
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PRE-TEST/POST-TEST
HOW TO APPLY FOR A JOB: PART B

Before continuing with Part B the student must have completed successfully Part A or the pre-test/
post-test. Part B is a continuation of Part A.

To successfully complete Part B, in addition to Part they must submit to you the following items
completed with 100% accuracy:

A Typed Personal Data Sheet.
An Application Form (from Part A) correctly completed.

A letter of application. (It must be neat, in correct style, correct English usage, spelling, and
punctuation.)

A follow-up or thank you letter with the same standards as above.

A W-4 (Employee’s Withholding Allowance Certificate).

E/0
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PRE-TEST / POST-TEST
HOW TO APPLY FOR A JOB: PART A STUDENT INSTRUCTIONS

OBTAIN A STANDARD OIL APPLICATION BLANK AND COMPLETE IT AS THOUGH YOU
WERE ACTUALLY APPLYING FOR A JOB. SINCE STANDARD OIL EMPLOYS PEOPLE FOR
OFFICE WORK, SERVICE STATIONS, RESEARCH, AND MANY OTHER AREAS, CHOOSE A
SPECIFIC (OB YOU WOULD LIKE TO APPLY FOR. DO NOT MAKE UP ANYTHING ELSE!

ASSUMING THAT YOUR INSTRUCTOR IS YOUR FUTURE EMPLOYER, MAKE AN AP-
POINTMENT FOR A PERSONAL JOB INTERVIEW,

DRESSING APPROPRIATELY FOR THE JOB YOU ARE APPLYING FOR, PARTICIPATE IN A
PERSONAL JOB INTERVIEW WITH YOUR INSTRUCTOR. TAKE YOUR COMPLETED JOB
APPLICATION FORM WITH YOU.

MATCH THE 25 WORDS AND DEFINITIONS GIVEN ON PAGE 5.
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Chevron

= Employment Application

@tease first raad the Applicant Stetement on the roverse side. Thaen fill out the application in your own handwriting or printing. Be accurate and complate. Infor-.
mation you give will not be used for purposes prohibited by law.

Name (First) (Middle} (Last) Date Social Security No.
Address (Na/Street) (City) T Stote)  (Zip) Howlong?  |Phone
Birth Date The Age Discrimination in Empinyment Act'of 1967 bra 111 you are not a U S. citizen, what type visa do you have?

hibits discrimination on the basis of age with respect tg in
dividuats who sre at least 40 but {ess than 65 vears of age.

Type of Work Desired - I

Education No. Graduated Degree
Name of School Locstron of School Yrs. No Yes Mo. Yr. Received Major Subject
et SO A
Last Grade ,
or . R O
High Schoo! - -
Business
or It - I
Trade Schools
b e e e e - -
Colleges
or JRPU S, NS L
Universities i
Previous Employment L.s1 all employmznt with présent or last job fi:st. Exclude uuluary service. Include school vacation jobs where significant.

It self-employed. state nature of bus:ness. Uniuss you note otherwise, the Company may contact all those listed.
{For marine experience, notc vessel's name, flag, owner, reciprocating, turbine or diesel.)

Approx.
From To No. Hrs. Nature of Job {or Marine Rating) Wage or
Mo. Yr. Mo, Yr. Per Wk. Name & Address of Employer & Supervisor's Name Salary Reason for Leaving
Miﬁtll'y Record List present or last service first.
From To Active or - Discharge
Ma. Yr. Mo. Yr. Reserve Branch of Service Rank/Rate Specialization Honorable Other (Explain)
. GO0-307 (0S-6-76)
An Equal Opportunity Employer Printed In US.A,

ERIC. | —
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Genera! Information
t.a. List any physical limitations or chronic illnesses.

b. Are you receiving compensation for any injury, illness or disability? O Yes O No 1f “Yes" describe and give percent of rating, if any.

i. Forsign Languages You Speak Fluently Read

3. Licenses Held (Auto Driver, Truck Driver, Pilot, Marine, Radio, etc.)

4. Spacial or Occupational Skills {Typing, Shorthand, Machine Operator, etc.)

Activities & Interests Exciude any organization or society the name of which indicates the race, religious creed, color, national origin or ancestry
of its members.

1. School Activities (Sports, Student Government, Honors, etc.)

2. Dutside Interests {Hobbies, Community Activities, etc.)

References
1. List two references other than relatives, persons employed by this company, and those for whom you have worked.
Name Occupstion ‘[ Years Known
Add
ress O Personal Friend 0O Business or Protessional Acquaintance
Name Occupation |Yenn Known
Address . . . .
O personat Friend O Business or Professional Acquaintance
2. List any relatives, including those by marriage, employed by this company.
Name Relationship
Neme Relationship
3. Have you ever been convicted of a crime (other than minor traffic violations)? O Yes 0O No if *'Yes", when and where and describe nﬂensaf

{Do not include arrests which did not result in conviction.)

Applicant Statement

The information given is true and correct, and | understand that if | am employed, any misrepresentation, false statement, or omission of consequence herein,
found by the Company at any time, will be sufficient cause to terminate my employment. | also authorize the Company {except as otherwise noted) to obtain
from others, information believed by the Company to be pertinent to my employment.

Signature

For Company Use
Date Interviewed by Remarks

O

Aruitoxt provided by Eic:



O

ERIC_..

Aruitoxt provided by Eic:

HOW TO APPLY FOR A JO8
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MATCH THE FOLLOWING WORDS AND DEFINITIONS:

applicant

data sheet
deductions
dependent
employee
employer
exemption

OGN dwN =

9. federal withholding tax
10. fringe benefits

11. gross pay
12.  interview

———— 13. legible
14. misdemeanor
15. net pay
— 16. overtime

17. part-time

application form

18. personnel manager

19. reference

20. renumeration

21. resume

22. social security

23. spouse
24. SDI
25. trainee

The amount held from a paycheck towards
the income tax due at the end of the year.

A person working for someone.
To be able to read it,

On income tax or W-4 form — allcwable amount
set aside for yourself or dependents upon you
for which you do not have to pay income tax.

Extras from which you benefit, but the em-
ployer pays for,

The total amount of wages you earn before
taxes or other deauctions.

A person applying for a jou personally meet-
ing with an employer.

Someone who hires people to work for them.

A person who is to be trained for a specific job.
The person to whom you are married.

A typed sheet telling an employer all the
qualifications you have for a job, your address
and the names of people who will recommend
you.

A special government fund required by law to
which both the employer and the employee
must pay.

T
. e,

The person who does the hiring for a company,

To work fewer hours than a full-time employee,
may be permanent or temporary, often paid
hourly.

The amount you receive on your paycheck
after deductions.

Breaking the law in a minor way such as a
traffic violation or disturbing the peace.

A person who lives with you and you care for.

Resume’ — A typed sheet zelling an employer
all the qualifications you have for a job, your
address and the names of people who will
recommend you.

State Disability Insurance,

A statement by a person who knows the kind
of work you do and how responsible you are.

Time byond the regular hours.

Pay for work. Money received because of in:ury
on the job.

A person who is applying for a job.

A questionnaire which tells the employer the
information about the person applying .o* a job.

Money taken from your paycheck to cover
insurance, Social Security, Income Tax, and
other miscellaneous items.
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PRE-TEST / POST-TEST
HOW TO APPLY FOR A JOB: PART B STUDENT INSTRUCTIONS

BE‘FORE CONTINUING WITH PART B, YOU MUST HAVE COMFLETED SUCCESSFULLY
PART A OR THE POST-TEST FOR PART A.

PRE-TEST: (PartB) (Must be mailable)

Assemble and take to your instructor:
" A Typed Personal Data Sheet.
An Application Form (from Part A) correctly completed.
A Letter of Application.
A follow-up or thank you letter.
A completed W-4 Form.

POST-TEST:

The successful completion of Part A and Part B is itself 2 test. Turn in all of your Working Papers
and your completed data sheet, letter of application, and follow-up letter.

Complete a W-4 (Employee’s Withholding Allowance Certificate).
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ACTIVITY 1 -~ WORD SEARCH
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Spouse
SDI

Federal Withholding Tax Overtime

Fringe Benefits
Full-time
Gross Pay
Hobbies

Apply

Part-time

Data Sheet
Deductions

State Withholding Tax

Personnel Manager Temporary

Permanent
Position

Dependent
Enclose

Trainee

W-4 Form

Reference

Interview

Employee
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ACTIVITY 2
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10.
11.

12.
13.

14.

15.
16.

17.

18.

19.

ACROSS
The amount held from a paycheck towards the
income tax due at the end of the year.
To be able to read it.
Money taken from your paycheck to cover
insurance, Social Security, Income Tax, and
other miscellaneous items.
A person applying for a job talking with a
employer.
State Disability Insurance.

A business which helps people to find jobs.
Usually charge a fee. (2 words).

An amount of money paid for a period of
time’s work regardless of the amount of days
or hours in that time.

The job will be short. You will be hired for a
certain length of time.

A typed sheet telling an employer all the quali-
fications you have for a job, your address and
the names of people who will recommend you.
The person to whom you are married.

Resume’ — A typed sheet telling an employer
all the qualifications you have for a job.

Social Security — initials.

To send with a letter or application. To put
into the same envelope with something else.
Breaking the law in a minor way, as a traffic
violation or disturbing the peace.

Job will continue indefinitely.

A person who is applying for a job.

To work fewer hours than a full-time employee.
Can be temporary or permanent. Often paid
hourly.

On income tax or W-4 form — allowable amount
set aside for yourself or dependents upon you
for which you do not have to pay income tax.
Previous activities you have participated in
which would help you to perform a job.

20.

21.

22.

23.

24.

25.
26.

27.
28.
29.
30.
31.

32.
33.

4.

35.

36.

37.
38.

39.

HOW TO APPLY FOR A JOB
WORKING PAPERS PART A PAGE 3

DOWN
To work a set number of hours per week.
Usually 35—-40.
Extras from which you benefit, but the em-
ployer pays for. Includes Medical (nsurance,
Dental Insurance, Sick Leave, Vacations, etc.
To answer. :
Money withheld from your check to pay
California State Income Tax.
A company which helps people to find jobs.
Many charge fees for the service.
A government form which must be filled out
before you can be paid which gives the em-
ployer information on how much income tax
to take out of your pay.
Someone who hires people to work for them.
A person who is to be trained for a specific
job.
A job utle or opening.
A person who lives with you and you care for.
The person who directs or handles the business.
The person who does the hiring for a company.
To ask for a job — by filling out an application
— calling — going in person.
Time beyond the regular hours.
The total amount of wages you earn before
taxes or other deductions.
Activities which you enjoy doing in your spare
time. Reading, sewing, sailing, backpacking,
cooking and football are all included.
A notice commonly found in a newspaper in-
formjng the public about a product or job
opening.

The 2mount you receive on your paycheck
after deductions are made for Social Security,
Income Tax and SDI.

A statement by a person who knows the kind
of work you do and how responsible you are.
A person working for a company or another
person.

A questionnaire which tells the employer the
information about the person applying for a
job. (2 words).

HOW MANY DEFINITIONS WERE YOU ABLE TO FIND?

40?7 FANTASTIC!

35?7 EXCEL LENT!
30?? ABOVE AVERAGE
257? AVERAGE

85
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P
-
b J
- v i H Q
L v :
ACTIVITY 3
)
Ir Wir e te Y
T .
| soCIAL ()
, el W A SV B )
A ACCOURT NS5 NUMBER
7 000-~30-0000 .‘
| i § W45 BECH TSTABLGHLD ToR. a
! “a
SIGNATLRS
Hpihialide -
FUR SOUHAL SECRIYV NG TAX PURPUSCS— KUT IR IDERTIFICATION
I
fﬂ,,
SOCIAL SECURITY CARD .
N
Aoy
-
%
-
[[»] CN DO B850
APPLICATION FOR A SOCIAL SECURITY NUMBER l-— 00 NOT WRITE IN THE ABOVE SPACE ——I
See lastructions en Beck. Print in Black er Derk Blue Ink or Use Typewrniter. .
Print FULL NAME (Fiest Name} (Middle Name o+ Init10l = if nene, d1ow fine __} {Loss Nomel
YOU WILL USE IN WORK -
OR BUSINESS s
Puint FULL N YOUR (Monmh} (Doy) (Year) e
NAME CIVEN OATE OF ot
YOU AT BIRTH BIRTH - * apa
PLACE (Ciry) (Couvnry if known) (Seorel YOUR PRESENT AGE - ’ S
oF {Age on last birthdoy) Il
BIRTH
MOTHER'S FULL NAME AT HER BIRTH (M iden n ' - OUR SEX .
L] RTH (Het moiden nome Y uR s FEMALE ) FeT %‘x‘
. ) b
FATHER®S FULL NAME (Regordiess ef whether living o¢ deed) YOUR COLDOR DR RACE . T
wHITE NEGRO OTHER . v,
E YOU EVER BEFORE 4P " T . .
s;\;“s Auqun‘:D srﬂf:s‘so'«’:ﬂ? FOR o sg:"r 'um YES™ Primt STATE in which you sppliod ond DATE ro appliod and SOCIAL SECURITY NUMBER if bagwe Y v
SECURITY, RAILROAOD, OR TAX ACCOUNT - .
AR il B | | - Coe
YOUR (Number end Strest, Apt. No., P.O Bex, ar Rurel Reure) (Cory) (Srore) (Zip Code) . ]
MAILING N .
ADORESS
T00A NOTICE: Whoever, with intent fo folsify his or someone else’s true identity, willfully furnishes or couses to be
furnished false information in opplying for o s0ciol security number, is subject to o fine of not more than $1,000
or impri sonment for up 1o | year, or both.
Sign YOUR NAME HERE (Do Neot Print} )
OEPARTMENT t R Sor Roturn completed application 1o Reereet
:::;u‘.;ll-"l‘ HENT Intomal Revonve Service DlliClllﬁ DA“"“ DDI)P tsveo SOCIAL SECURITY ADMINISTRATION OFFICE

ERIC " 86
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ACTIVITY 4

Knov? WHAT Focts
To Hove Reody

HOME ACDRESS PHONE - BIRTHOATE
Personc!
Informotion SOCIAL SECURITY NUMBER MILITARY BRANCH OF SERVICE - DA TES OF SERVICE
HIGH SCHOOL ATTENDED GRADE COMPLETED CAST OATE ATTENDED
Educotion
and COLLEGE ATTENDED GRADE COMPLETED CAST DAVE ATTENDED
Training
OTHER TRAINING CEGREE OR CERTIFICATE
M .
NAME AND ADORESS OF EMPLOYER
JOB TITLE QOATES “MmMPLOYED RATE OF PAY
NAME AND ADDRESS OF EMPLOYER
Employmen?
Record JOB TITLE DATES EMPLOYEN RATE OF PAY
NAME AND ADDRESS OF EMPLOYER
JOB TITLE DATES EMPLOYED RATE OF PAY
NAME AND ADDRESS PHONE NUMBER
References
(0“!9! then NAME AND ADDRESS : PHONE NUMBER
Relotives)
NAME AND ADDRESS PHONE NUMBER

| PLAN AHEAD - Knuw WHERE To Go

JOB LEADS AND RECORD OF CONTACTS
EMPLOYER ADDRESS DATE APPLIED RESULTS

d‘: 3718 REV. 5 (3.74) STATE OF CALIFORNIA ~ EMPLOYMENT DEVELOPMENT DEPARTMENT

ERIC S

Aruitoxt provided by Eic:
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Know WHAT Facts To Hove Ready

Inside, enter personol information
ond other focts you'll need while
looking for work.

[Know WHERE To LookJ

Consider these sources for job leods:

1.
2.

10.
.
12.
13.

O

ERIC

Aruitoxt provided by Eic:

Direct employer contocts.

Friends ond relotives.

. Federol, Stote, Couniy, ond locol

government.

Private employment ogencies.

. Public employment offices.
. Former employers.

. Newspapers, mojor ond locel, for

Clossified Ads, news orticles
obout new plonts, compony ex-
ponsions, ond business trends.

. Telephone Directory

Yellow Pages.

. Unions.

Trode Associations.

Community Service Agencies,
Vocational Institutions.

Public Librory-Ask Librarion for

trode journols, vocotional publi-
cations, ond other job informotion.

PLAN AHEAD -~
Know WHERE To Go

Inside, record job leods, results of
your contocts, and ony follow up
oction necessory.

Know HOW
To Handle Job Intciviews

Points to remember:

1.

~}

10.

Dress neotly ond oppropriotely.

. Be prompi.

. Fill out applicotion neotly ond

completely.

. Woit to be osked before sitting

down.

. Smoke only by invitotion. Den’t

chew gum.

. SMiLE, LOOK directly ot the cer

son talking to you, ond LiSTEN.

. Speak clzorly. Answ~ quesiion:

honestly.

.Leorn os much us you can obaut

the job you're op;'ying for.

. Bring out, if possible, how em-

ployer con benefit by hiring you.

Thonk your interivewer for his
time ond consideration.

2 FEEEEREEREE IR

§ 748 — Reod this guide §.:
tips!

LOOK " .t hoveyou missed:

LISTSM - <ind take the rigat

upproach!
T R LR E R RN

Londing a job is not plain luck!
Successfui iob-seekers plan their
seorch. Whether you ore an unem-
ployed opplicant, @ newcomer to
the business world, or ¢ worker
looking for o chcnge, you'll find
this guide kelpful. Tuck this
folder in your pocket, wallet or
surse to use os ahondy reference.

If you desire ossisio. ‘e, our
interviewers will be huppy fto
offer their help in plonning your
scorch for work.

R AR KRR K KRR T Rk

1081

18206 NNt witR 1893
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ACTIVITYY 5 — APP: ICATION FCAM 1

Chevion

>

Employment Application

Riesss first read the Applicant Statament on the reverse side. Then fill out the a
mation you give will not be used “or puroses prohibited by faw.

pplication in your own handwriting or printing. Be accurate and complets, Infor-.

Name (First)

h {(Miadle)

(Lest)

! Date

Social Security No.

Address (Na./Street)

(City)

Birth Date

The Age Discriminstion in Employment Act of 1967 bro
hibits discrimination on the basis of ege with respect to in-
dividuels who are et least 40 but less than 65 yeers of sge.

Type of Work Desired

Education

Last Grade

(State) {Zip)

How long?

Phone

Jif youa . nota U.S. citizen, what type visa do you have?

No. Graduated
Locstion of School

Yrs. No Yes Mo. Yr. Received

Degree
Major Subject

or
High School

Business

or
Trade Schools

Colleges

or
Univorsities

Previous Employm;t

h e e e - ————e ,J.._.__ e ire ea iermame e+ - R
L.st all employmunt with presant or last job first. Exclude tnlitary service. Include schou) vacation jobs whaere signitican:

It self empluyed, state nature of businass. Uniess you note otherwise, the Company may contact 2/ thos” Jisted.
{For marine experiance, notc vessel's name, flag, owner. reciprocating, turbine or c'iesel.}

S |

Approx.
Frim To No. Hrs. Nature of Job {ur Mar e Rating) W._ - or
Mo. Yr. Mo. Yr. Per Wk. Name & Address of Employer & Supervisor's Name Saiary Reason tor Leaving
t .

|

|
Military Record List present or last service first. ,
From To Active or Discharge
Ma. Yr. Mo Yr. Reserve Branch of Service Rank/Rate Specialization Honorsble Other {Explain) ]

i )

O
E MC An Equal Opportunity Employer

Aruitoxt provided by Eic:

&9

G0-307 (08-8-78)
Printed In UR.A.
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General Information
1.2, Listany physica! limitations or chronic illnesses.

b. Are you receiving compensation for an, injury, iliness or disability? L] Yes L[] No If "Yes” describe and give percent of rating, if any.

N

. Foreign Languages You Speak Fiue:.tly Read

3. Licenses Held Auto Driver, §ruck Driver, Pilot, Marine, Radio, etc.)

4. Special or Occupational Skitls (Typing, Shorthand, Machine Operator, etc.)

Activities & interests Exclude any organization or society the name of which indicates the race, religious creed, color, national origin or ancestry
of its members.

1. School ActivitTeS_(ggdﬁ-:, Studant Government, Honors, etc.)

2. Ourside Interests {Habt ies, Community Activities, etc.)

References
1. Lie* two re‘crences other than relatives, persons employed by this company, and those for whom you have worked.
Name Occupation IYonrl Known
aa .
Address [ Parsonal Friend [J Business or Professional Acquaintance
77t ame Occupation Years Known
[ address . . . K
[J Personat Friend [J Business or Professional Acquaintance
2. List any relatives, including those by marriage, employed by this company.
Name -0 Ralationship
Name Relationship
3. Have you ever been convicted of a crime (other than minor traftic violations)? O Yes 0 No If *'Yes”, when and where and describe nffense

(Do not include arrests which did not result in conviction.)

Applicant Statement

The information given is true and correct, and | understand that if | am employed, any misrepresentation, false statement, or omission of consequence herein,
found by the Company at any time, will be sufficient cause to terminate my employment. | also authorize the Company {except as otherwise noted) to obtain
from others, information believed by the Company to be pertinent to my employment.

Signature

For Corpany Use
Date tnterviewed by Remar ks

|

ERIC

Aruitoxt provided by Eic:
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ACTIVITY 6 —- ADDITIONAL QUESTIONS

‘ANSWER THE FOLLOWING QUESTIONS TO THE BEST OF YOUR ABILITY.

1. Have you ever been suspended or discharged from employment?

2.  How many days did you miss from work or school in the past year?
Why?

3. Howoldareyou? Under16_____;16t020___;21t040___;41to b6___
b6to65____ ; Over66 __ .

4. Are you a licensed motor vehicle operator?
License Number

5. If employed by us, will you be performing any renumerative work elsewhere?
If yes, Explain

IF YOU HAVE TROUBLE ANSWERING ANY OF THESE QUESTIONS, SEE YOUR TEACHER.



O

ERIC

Aruitoxt provided by Eic:

ACTIVITY 7 — APPLICATION FORM 2

HOW TO APPLY FOR A joB
WORKING PAPERS PART A PAGE 11

OATE STORE
EMPLOYMENT APPLICATION
Please Print
Name - Last First Mickile Maiden Socus Secunty Number
Address - Number & Street City 2ip Code Teleonone Numbar !h:c/udo ared cods)

Previous address

SPousa’s Name

Oceupation

Position Applying for:

Co you preter?

Full Time .

Are you avoratns?  Evenngs L

—_—
Meekendy

CHECK ONLY ONE  Part Time ]
Applicable Law Prohibits Discrimination Based on Race, Religion, Color, Age or Sex —
Oate of Birtn Hegnt | Weight Singie = oworced Number of Cependents’  |Coadren’s Aget
N ~— ol
Married J Widowed L |
EDUCATION

TE TARUA LEGKEE S
SCHOOL | atvenoro HSEARUATED NAME ANO LOCATION OF SCHOOL MAIOR s
High
Schoot
Coliege I
Colicge
Otner

EMPLOYMENT HISTORY

Please Account ior All Time Since Lsaving School, or the Last Ten Yeurs —

OATES YOUR TITLE AND . . SALARY PER

EMPLOYEO COMPANY NAME ANO AOORESS SUPERVISOR'S NAME REASON FOR LEAVING -Cwrcls One)

From Compeny Titte Hewr
ook

To Address Supervisor's Name - Vonin
Year

From Comcany Title Hoar
Ned

To Address Supervisor's Name Mot
Y nar

From Company Ttle “Hour
Week

To Address Supervisor's Name tAoath
Year

From: Company Tive Hour
Wevek

To: Address Supervisor's (Name LSARTT)
Y ear

From Company Tite Hour
Wrek

To Address Supervisor's Name Momin
Yo dr

PLEASE TURN OVER AND ANSWER ALL QUESTIONS ON REVERSE SIDE
DO NOT WRITE BELOW THIS LINE Comments:
Reference Check Reporting Oate
- Hourly Rate
— Position
Hours
FORM P-1 REV.10/75 Hired 8,
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! Name ot Reistive [V M store”

Gy PR E L e T plesently eMmBIlOyeo gt

- - - — . - ..
b e YU et Dedn Beiovest Dy it s0, when? I which store” | Under anat ng-ne’

e e Py Deen (eonvicten of 3 crime? L1 30, please give date and nature of the Oftense
1Oter 150, et viciations!

T ey o el state Of baitr Art your Peesently undir g pincacian ¢ care®

YES (_ NO.

Hase VO

7 oue, treaid lor

. i —v; ;)l;:sqv ;w‘c briet detanls, n;-u.-luf)»;\g"da.lul
EE RIS - Nervous Disordees
Veart Dieease «— Diabotes
Bk cpury -- Herma
o Paebirg SDens _t High Blood Pressure
IN CASE OF EMERGENCY. PLEASE NOTIFY:
RO e e e Address —  Tet Neo
MILITARY RECORO
CraM Gt et Duaster serveo Type of Discnarge Freven® coatl slatat YRR
From- To: {
SPECIAL SKILLS
e Yes NO S006d et . WPAL Ca.: stator YES . "0
[T veg NO . SPeed oo, \WP.A Add o W aser YES ~0
Ditybuae Equin YES L N2 L
- S R e e e e e e e s BTN e e -
EMPLOYMENT AGREEMTMNT
i I naeby diclre that all statements and answers 10 this application org true and comijlete anl durce 1031 aay

untrsth, Miseading answver, omission, concealment or failure to ansvrer any question fully. comphloty and
acvurately will be grour:os for terminating my employment.

| aur 5.2t my employer or my employer’s agent 1o investigate my references, 1o comnurucate vath my furmer
cnpioyers conceriing the same, and to mdke an indenendent inwstizatian of My chiaracter, conduct and
uvetdoyment reeord and 1o keep and preserve records of such investigations.

d | eqree tnet upon termination of my employment | vall return ali combany, poperty and records in my
POYSLY SO,

- I sgrer ubon request, to submit to a physiCal examination by a doctor designates by the eminloyer at times
slenfier Uy the eminloyer, and further agree that failure to pass such physical exammation will be grounds 167
tarrmunating my employment. Such physical will be ut nu expense to me personally.

It emp.oyed, | agiec to be bound by, and to comply with, the store rules and regulations.

[

}ouniter yaderstand that, if hired as a Reqular employee, § will be on a probationary basis for a neriod of 60 days. 1f hired
38 5 = wranal Extra | understond that | may work up to 90 day's without being considered for Regular status.

Signaturs of Anplicant
{As yOu v.:5n name to aphear On payroll crhech OF wou. !

Date

ERIC

Aruitoxt provided by Eic:



JOB PREFERENCE APPLICATION S AMPI'E GA 2321 1574
/]

DISCRIMINATION BECAUSE OF RACE, COLOR, RE
NOTIFY THE GOVERNMENTAL AGENCIES NEFERNED TQ ON
IF YOU BELIEVE YOU HAVE BEEN DISCRIMINATED AGAINST

LIGION, SEX, AGE O NATIONAL ORIGIN IS PROMIBITED, YOU MAY
THE BULLETIN BOAND OF THIS EMPLOYMENY OFFicE PACIFIC TELEPHONE

PERSONAL DATA

AN EQUAL OPPORTUNITY EMPLOYER

PLCASE MuINT

Date

—_—

1. Lagt Name

*The Age Dincrimination in Employment Act of §

2 AmyounVUS. Ctinn? Yo [) Mo (0

——

Fuyt Micdie Datent fiuth

967 eahibity discrmination i the bagis ol 3 wath 1espect 10 andiwcduals who e a1 Mast 40 ot fesg than 65 yems ol e
1§ 00, what 15 your Alitm Regssiratian ot Visa Classitication Foim Numer? —_—

e e L

3. Kind of Woik?
4, Job Desired:

WORK PREFERENCES (Bnth men ane! women are poscaundsed o aphly hot any of e i)

. Framewarker
b. Coneml Offceworker O o, Sphcwr T 1, General Oice Ciesk [ k

FulTiw U pantios [ somew [0 one O ComiderTempormy dob (1

O dimate O g conCotees O i Stenographer O mOkcoryss [ Suvice Reprasentative ()

. Key Punch Oparator O o Oiniglanigrin O

‘ . 9, Mesienger 0
¢ TamimionWorker 01 1, LineWorker U i, Typin 0 1. Comaunicanons Comuliant ] o, Telephone Operating 0 ¢ Supaly G
5. Other 0
S, Starting Salary Dasired 6. 1n which cilies do you wish to work?
GENERAL DATA
1. Hours: - B. Siecilic Job Qualificatinm: 9, Special Tuining r Skl
Ar you willing to work? Aie you color blind? Yol N O Hadio Licente (16 or 2 clast) e Yos [ Mo (]
Uml Yo g No [E]J Pre yons rartul of: P Yol a0l
E’f'“'"@ Yo 0 No 0 (8) Chmbing poley? va N 0 Tytng WPM Ya O No')
N'“.h" \ Y o Laciders? LCRUN U Koy Purch Skilty Yo O Mo '
SirShie Yw 0 o DD Warking =glt? Ya O N D Otter
Sttuidays yalD n O
Sunday wl N0 (8) Working in manholes o 10. When are you avaitable 1o work?
Holday wl N0 other confined spaces? Yo O N O Date
Owmtime  Yu () N O
{1. MOTOR VEHICLE RECORD
Do vou have s valig driver'slicensa? Yes 0 Ne fsstedd by wingh Stare? N
! Expitey Addiess an License __
Operator's Number Date Enpire e TR TRELET o o o Tt
How many citalions for moving violalions have you 1ecerved in the past 3yeas?
Have you had any motor vebiclt accudents in the past 3 years? Yes O No O
Can you drive a manusl shilt vehicte? Yes 0 N [
Give Ortails of Moving Violations (past 3 yewrs) and all Accideuts, Suypentions, and Probationy: B

OFFENSE

DATE

IROLCKTESTFNIONSAND 03477

b —.

v
[

T ——
RIC

€ WHOdd NOILVYIDIddY

€L 39OVd V LHVd SHIAVd ODNIIHOM

B0 v HOd AddY OL MOH

CO
b} ]



HCW TO APPLY FOR A JOB
WORKING PAPERS PART A PAGE 15

ACTIVITY 8 - FILM STRIP “THE PERSONAL JOB INTERVIEW”

Obtain the film strip “THE PERSONAL JOB INTERVIEW” from your teacher. You will
need a pencil or pen.

You have just seen an applicant going for his first interview. List as many things as you can
that is wrong with that picture:

Turn your recorder and filmstrip on and check your list.

Igot 1right __

I got 2right __ that's OK
I got3right __ average

I got4right __ excellent!
I got 5right __

You have just seen Mary going for her first interview. Write down as many things that you can
see that are wrong here:

o6
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Worksheet 8 for Activity 8 continued.

4,

HOW DID YOU DO?

Not too good
Not bad
Very good|
Excellent!

o &N O
|
N O W -

O

TURN BACK TO TIHE FILMSTRIP AND CONTINUE.
You have just seen Mary in her first job interview. What do you think she has done wrong?

1.

YOUR ANSWERS MAY VARY HERE. HOW MANY THINGS DID YOU LIST?

H N O
|
AW -
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ACTIVITY 9

LIST AS MANY ITEMS AS YOU CAN THINK OF WHICH ARE IMPORTANT WHEN YOU GO
TO APPLY FOR A JOB:

Put an “N* by any of the items above which you can do right NOW!
Put a 1 by any of the items above which you can achieve 1 week from nowl
Put a Y next to any item which you think you can achieve 1 year from nowl

Select five (5) items which you think are the most important when you go to apply for a Job.
Number these from 1 to 5. '

Q , "98
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6. Put into order, from MOST important to LEAST important, the 5 items you selected
in number 5.

7. Indicate on the scale below where you think you would stand today if you were going to
apply for a job.

Not
/ / / / / / / / / Ready
Ready

FINISHED? GOOD! Give this paper to your instructor to be checked.
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ACTIVITY 10 — INTERVIEW QUESTIONS

HELP
WANTED

salesclerk, neat
must like helping
o people. Apply in
person.

YOUR LOCAL
Department Store

You are going to apply for the above job! You have completed your application form and have

just begun talking to the person who is doing the hiring. Answer the following questions Wthh are
often asked during a job interview:

10.

. What position are you applying for?

When are you going to graduate from high school?

What plans do you have after you graduate?

Are you planning to go to college? What are you going to major in?

Do you enjoy school? ____ Why?

Do you live at home?

What school activities do you participate in?

Are you looking for a permanent or temporary {part-time) job?

What do you like to do in your free time. (What are your hobbies)?

What kind of work experience héve you had?

—10p
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WORKSHEET 10 continued:

11. Why do you want to work for our company?

12. What skills do you have which would prepare you for this n rork

13. Why do you think we shiould hire you instead of someone else«

14. |f you get this job, how long do’;\jdu plan to work for our company?

15. How much pay do you expect?.

GIVE THIS WORKSHEET TO YOUR TEACHER.

hd
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ACTIVITY 11

Form W-4 (Revised April 1975)
Employee’s Withholding Allowance Certificate

(Use for wages peld siter April 30, 1975 and bafors Jenuary 1, 1976)
The explanatory material below will help you determine your correct number of withholding
allowances, and will assist you in completing the Form W—4 at the bottom of this page.
Avoid Overwithholding or Underwithholding

By cleiming the proper number of withholding allowances you are entitied to. you can fit the amount of tax withhald
from your wages to your tex liability. In addition to the allowances for personal exemptions to be claimed in items (a) through (g)
below. be sure you claim any additional allowances YOU are entitied to in item (h) "'Special withholding allowance." and item 03]
“Allowence(s) fo itemized deductions.”” Whiic these allowances may te claimed on Form W~4 for withholding purposes. they are
not to be claimed under “Exemptions' on your tax return Forrn 1340 or Form 1040A.

You may claim the special withrolding allowance if ynu are singie with only one employer, or married with only one employer
and your spouse ig not employed. If you have unusually large itemized deductions. you may claim the allowance(s) for itemized
deductions to avoid having too much income tax withhe'd fromn your wages. On the other hand, If you and your spouse are botn
employed or you have mor than one employer, you should take steps to assure that encugh has been withheld. If you find that
you need more withholding, claim fewer exemptions or ask for additional withholding. It you are currently claiming additional
withholding allowances based on itemized deductions, check the table on the back to see that you are claiming the proper
number of allowances,

How Many Withholding Allowances May You Claim?

Plesss use the schedule below to determine the number of allowances you may claim for tax withholding purposes. In Jeter-
mining the number, keed in mind these points: It you are single and hold more than one job, you may not ciaim the same Miow-
ances with more than one en:ployer at the same time; or if you are married and both you and your spouse are employed. you
may not claim the same allowances with your employers at the same time. A nanresident alien, other than a resident of Canada,
Menico. or Fuerto Rico, may ciaim only one personai allowance.

Figure Your Total Withholding Allowances Below

(8) Allowance for yourselt—enter 1 . , , . , , , . e e e e e e,

(b) Allowance for your spouse—entery . . . . . . . ., . . P e e e e e e
. (c) Allowance for your age—if 65 or over—enter 1 . . . . . . | Ce e e e e e e e e,
(d) Allowance for your spousa’s age—if 65 or over—enter 1 . , . . e e e e e e e e e
(8) Allcwance for blindness (yourself)—enter 1 . , . . . ., ., . ., e e e e e
(N Allowance for blindness (spouse's)—enter 1 L
() Allowance(s) for dependent(s)—you are entitied to claim an allowance for each dependent you will be able
to claim on your Federal income tax return. Do not include yourself or your gpouse * e e
(h) Special withholding allowance—if you-dre single with only one employer, or married with only one employer
and your spouse i1s not employed—enter 1** . . . , . . ., e e e e e e e e,
(i) Allowance(s) for itemized deductions—if you do plan to itemize deductions on your income tax return, enter
the number from the tabie on back®* . . . P |

() Total—add lines () through (i) above. Enter here and on line 1, Form W~3 below .

* If you are in doubt 83 o whom you may claim a8 & dependant, se0 the instructions which came with your tast Federal income tax return or call
your focel Internal Ravenue Service office.

*° This elfowence Is used solsly for purpases of figuring your withholding tex, and cannot be cleimed when you fils your tex return.

See Table on Back if You Plan to Itemize Your Deductions

Completing Form W—4.—if you fird tnat you are entitied to onre or more allowances in addition to those which you are now
Claiming, increase your number of allowances by completing tne form below and hling it #~ith your emplover, It the number of al-
lowances you previously claimed decreases, you must fiie 3 new Form \¥~3 within 1 days. (ghould you expect to owe more tax
than will be withheld. you may use the same form to increase your withholding Ly claim:ng fewer or 0" allowances on hne §,
or by asking for addit:onal withholdirg on line 2, or ooth.)

...................... serrre CUt JIONE TAIB DN e e e e
. . .

rorm W-4 Employee’s Withholding Allowance Certificate
tRev. Anul 197%) (This certificate is for income tax withholding purposes
?:-’.‘.-‘-‘.”.":L:.'..‘."‘J.’.‘.:’."’ only; it will reman in effect untll you chenge it.)
Type or pant your full name Your social secunty number
Home address (Number ard strest or rural route) Marital status

- [0 Single [0 Married

" (It marriad hut tegally separated, or sPouse
City or town, State and 2IP code is a nnmuv‘:!-nt elien, check the single
. bleck.)

1 Total number of ailowances you are claiming . . . . . . . . . ., . . . . s e e e

l

2 Additional amount, if any, you want deducted from eacn pay (if your employer agrees) .

| cartity thet to the pest of my knowiedge and beliet, the num of g alowancas claimad on thie certificets does Not excaed the number
to which | am entitied.

SIBRBIIE Brernnniiitennits coctreeretetrse st et n aeeer s ennaneass sennnsniessestassassrnnnnne Oste »...... . 18
10430471
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ERIC

Aruitoxt provided by Eic:

Form W4 (Rev. 4-79)

Page 2

Table for Determining Number of Withholding Allowances Based on Itemized Deductions

Number of additional

hhaldi 1,

s for the

t of itemized deductions shown in

Estimeted the appvopmu column (Ses Line i on other side)
:‘n';":: . 0 1 2 3 4 5 6
. "W Single Employees
At Butless At But less At But less At Butless at But less At But less
Under least than least than feast than least than least than least than
Under $10,000 . . $2.200 $2,200-$2.950 32, 9‘0—$J 7C0 $3.700-%$4,450 $4.450-35.2C0 $5.200-$5.950 $5 9“0-56 700
10.000-15,000 2.500 2.500- 3.250 3.250- 4,000 4,000~ 4,750 4,750~ 5.500 5.5C0- 6.250 6.250- 7.000
15.000-25.000 ... 2.800 2.800- 3,550 3.550- 4.300 4.300- $.050 5,050 5.800 5.800- 6.550 6.550- 7.300
25,000-30.000 3.200 3.200- 3.9% 3.950- 4,700 4,700- 5450 5.450- 6.200 6,200~ 6,950 6.950- 7.700
30.000-35.000 . ., 4000 4.000- 4,750 4,750~ 5500 5.500- 6.250 6.250- 7.00C 7.000- 7,750 7,750~ B.5C0
35.000-40.000 .. . 5.000 5,000~ 5750 5.750- 6.500 6.500- 7.250 7.250- 8,000 B.000- 8,750 8.750- 9.500
40.000-45.000. .. 6.500 6.500- 7.250 7.250- B.C00 B.000- 8,75 R,750- 9.5C0 9.500-10.2%0 10.25C~11,000
45.000-50.000°*. 8.000 8.000- 8,750 §.750- 9.500 9,500-10.250 10.250-11.000 11.000-11,750 i1.750-12,500
[ZIICE Married Employees (When Spouse Is Not Employed)
Under $15.000 . 2900 2900- 3,650 3.650- 4,400 4,400~ 5,150 5.150- 5.900 5.900- 6.650 6.650- 7,400
15,000-35,000. . .. 3.400 3.4C0- 4,150 4,150~ 4900 4.900- 50650 5.650- 6400 6.400- 7,150 7.150- 7.900
35.000-40.C00 3.700 3.700- 4450 4.450- 5,200 5.200- 5,950 5,950~ 6.700 6.700- 7.450 7.450- 8,200
40.000-45,000 4,00 4.300- 5.050 5.050- 5,800 5.800--6,550 _6.550- 7,300 7.300- 8.050 R.0S0- 8.800
45,000-50,000° 5200 5.200- 5950 5.950- 6.700 6.700- 7,450 ° 7,450- 8,200 8.200- 8950 8.950- 9.700

NI Married Employees (When

more than one job

Both Spouses Are Employed), and other employees who are holding

Under $10.000.. .. . 3.200 3.200- 3.950 3.950- 4.7C0 4,700- 5450 5,450~ 6.200 6€.200- 6950 6,950~ 7.700
10.000-12.000 .. 3,700 3.700- 4.450 4,450~ 5.200 5.200- 5950 5,950- 6.700 6.700- 7,450 7,450- 8.200
12.00C-15.000 4.200 A4.200- 4.950 4,950~ 5,700 5.700- 6,450 6,450~ 7.200 7.200- 7.95Q 7,950~ B8.7C0
15.000-20,C00. 50C0 5.000- 5.750 5,750~ 6.500 6.5C0- 7,250 7.250- 8.000 8.0C0- 8.750 8.750- 9.500
20,000-25,000. .. . 5600 5.600- 6,350 6.350- 7.100 7.100- 7.850 7.850- 8.600 8.€00- 9.350 9.350-10,100
25.000-30.000 .. . 6,200 6.200- 6,950 6,950~ 7,700 7.700- B.450 B8.450- 9.200 9.200- 9,950 9.930-10.7C0
30 000—35.000 ....... 7,100 7.100- 7.850 7.850- 9,600 8.600- 9.350 9.35C-10.100 10.100-10.850 10.850-11.600
0.000 . . 7, 7.900- B8.650 B.650- 9.400 9.400-10.150 10.150-10.900 10.900-11.650 11,650-12.400
40000—4 5.000. .. ... B.900 B8.900- 9.650 9.650-10.400 10.4C0-11.150 11.150-11.900 11.900~12.6%50 12,650-13.400
45,000-50,000* 10,200 10.200-10.950 10.950-11.700 11.700-12.450 12,450-13.2C0 13.200-13.950 13.950-13.700
*7 or More Al : I your it d ded exceed wnose Spouse 1s not employed (Part 11)—159, of their an-

the amount shown in Column 6 (above), you may claim 6
allowances plus one more for each $750 or fraction thereof
of itemized deductions 1n 8xcess of the amounts shown in
Cotumn 6 for your salary and wage bracket,

**When ennual salary or ‘vage oxceeds $50.000, 0" column
amounts may be determined es foliows: for single employses
(Part 1)—229%, of their annual salary: for married empioyees

nual salary: and for married employees when both sbouses

are empioyed and other employees who are holding more

than one |ob (Part 11)—24% of lh.ur combined annual sal-
Al

may be claimed

tions d the

ary. An
for each $750 or hgchon thereot by which itemized deduc:

t determined in trus

manner.

HOW TO USE THE TABLE

i you to it for
the current year, you may be entitied lo
claim additional withholding allowances
(line i) and thus avoid having too much
tax withheld. Your employer will lrul
each such all asa
emption. The amount of itermized deduc
tions for the current year cannot axceed
lho amount of itemized deduchons (or

derd deduction) claimed on your re-
turn lov the preceding year (or 2nd pre-
ceding year (f you have not yet filed your
return for the preceding year), plus addi
tional determineble deductible amounts.

These additiona! allowances will re-
main in effect untii you file a new W-4
with your employer. For detaied infor-

© GPO W 38

» it i,

d ded

see Fovm 1040 inslruchons

1. Find the line in the table that in-
cludes your estimated salary and wage
amount and that shows your stetus as
sither a single employee (Part 1), 8 mar:
ried employee whose spouse is not em:
ployed (Part Il). or 3 marned employee
whose spouse 1s also empioyed (Part i),
Alsc, use Part 11! if you are an empioyee
who is holding more than one job con-
currently.

2, Read across that line until you 'md
the col hat i the t
our estimated itemized deducti

3. Note the number of aliowances
shown at the top of the column. This is
the maximum number of additional with-
holding allowances you may claim on
line 1.

10—93393 1

Merried Couples.—If you and your
spouse are both employed and fiie a joint
return, determine your withholding allow-
ances based on your combined wages and
deducticns, {f you file a joint return and
your spouse is not employed. use Part
il. }f you are filing a joint return and both
are employed, use Part il to determine
the totai number ot withhoiding aliow:
ances to which you are jointly antitled
(you may allocate such withholding allow:
ances between yourselves). However, if
in your last filing you filed separate re-
turns. and if you expect to file separateiy
this year, each of you must make your
datermination on the basis of your own
wages and deduchons and determme the

ber of wr 8 for
aach from Part B,

143

VA= R LT}
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ACTIVITY 12

Following the instructions carefully, complete the blanks in your own HANDWRITING:

NAME (full)

HOME ADDRESS

CITY STATE Z2ip
TELEPHONE NUMBER SOCIAL SECURITY NUMBER

EDUCATION: (List the /ast school you attended first. Be sure to include city, state and ZIP
code. You may need to look up some information. Include area studied if it
will help to qualify you for a job.)

SKILLS: Include typing speed and accuracy, 10-key adding machine, transcription
machine, shorthand, bookkeeping or accounting, payroll or any other skills
learned in school. Also include machines which you know how to operate.

STUDENT ACTIVITIES: Include clubs, committees,, offices held, or any other activities
in or out of school you have participated in.

104
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HOBBIES:

EXPERIENCE:

REFERENCES:

What do you do in your spare time? Do you read, bicycle, swim, ski,
sew, cook, show you are interested in life.

Include work you have done to assist a teacher or in an office at school,
babysitting, summer jobs, or any other experience which would show
you are responsible.

List four (4) persons who know you well and know the type of work you
do. Use teachers, previous employers (parents of people you have baby-
sat for) or other responsible people. Include first and last names, (indi-
cate Mr., Miss, Ms., Mrs.) title, addresses, city, state and ZIP code. If you
do not know the ZIP code, look it up.
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ACTIVITY 14

Write three (3) introductory paragraphs which you might use when writing a ietter of application.
Be honest, make them YQOU!

OR

CR

g
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ACTIVITY 15

Write two (2) main paragraphs which you might use when writing a letter of application. List onl *
your own experience and education. Don’t make anything up!

AY

UPON COMPLETION, TAKE THIS TO YOUR INSTRUCTOR TO BE CHECKED.
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ACTIVITY 16

Write three (3) paragraphs which YOU could use to close YOUR letter.

OR

OR
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ACTIVITY 17




HOW TO APPLY FOR A JOB
WORKING PAPERS PART B PAGE 33

ACTIVITY 19

lio




